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DVAUMBIT  Of  DfFENSf 


DEPARTMENT  or  DEFENSB 

DEFENSE  COMMUNICATIONS  AGENCY 
PRIVACY  ACT  OF  1974 
SYSTEMS  OF  RECORDS:  DELETIONS  AND 
AMENDMENTS 

PoOowinf  are  tyetent  of  reconto  preacribed  by  the  Privacy  Act 
at  1974  (Pub.  L.  9^579.  9S2AI  penannfi  to  the  ElefeBse  Commoai* 
catioaa  Afcacy  that  are  dcleied  and  ameaded. 

Delniaua 

The  foDowtac  tyateait  of  reconto  pubhahed  ia  Federal  Regiater 
VoL  40,  No.  IW.  Auguai  18.  1975  are  deleted  as  the  records  coo* 
tamed  ia  these  systema  have  been  detenaiaed  not  to  be  records 
subject  to  the  provisioos  of  the  Pnvacy  Act  of  1974. 

KEUR.tl 

System  aaiae:  Vehicle  Registratioo  Pde  (40  FR  35750) 

KKURJ* 

System  aasM:  DCA-Europe  Form  132.  Security  Data  (40  FR  35758) 
R2tSAl 

System  aamc:  Circiilatioti  FQe  Chage  Slip  (40  FR  35768) 

K212A1 

System  aaaee:  Authorization  Lnts  <40  FR  35768) 

K212jt3 

System  name:  Authority  to  Sign  for  Classified  Material  (40  FR 
35769) 

K212J3 

System  eanm:  Armed  Forces  Courier  Service  Audtorization  Record 
(40  FR  35769) 

K213.01 

System  aasm:  NATO  Subregistry  Persormel  Signature  List  (40  PR 
35769) 

8;213R2 

System  aaam:  Clatsified  Material  Recent  Authorizatioo  LiM  (40  FR 
35770) 

IU13J3 

System  name:  Courier  Badge  List  (40  FR  35770) 

K231J01 

System  aanm:  Temporary  Issue  Receipt  File  (40  FR  35771) 

K7ag.i4 

System  name:  Priority  Repromotion  Ehgiblea  FQe  (40  FR  35787) 

AmcadBMats 

In  Federal  Register  Vol  eo.  No  160,  August  18,  1975,  the 
Defense  Communications  Agency  published  records  systems  as 
mscribed  by  the  Privacy  Aci  of  1974  (Pub.  L.  93-579,  U.S.C. 
S52A)  within  the  Defense  Communications  Agency. 

Notice  is  hereby  grven  that  the  Defense  Communkatioos  Agency 
is  amendint  various  records  systems  as  shosm.  The  proposed 
changes  therem  are  not  deemed  to  faO  within  the  provisions  of  Of¬ 
fice  of  Management  and  Budget  (OMB)  Circular  No.  A-108,  Trans¬ 
mittal  Memorandum  No  I,  dated  September  30,  1975  and  Trans¬ 
mittal  Memorandum  No.3  dated  Mav  17,  1976,  which  provide  sup¬ 
plemental  guidance  to  Federal  agencies  regardiag  the  preparation 
and  submission  of  reporu  of  then  mtention  to  establish  or  alter 
systems  cd  pmaonal  records  as  required  by  the  Privacy  Act  of  1974. 
Iliia  OMB  guidance  sras  set  forth  in  Federal  Register  (40  FR  45877) 
on  October  3.  1975. 

Interested  persons  are  invited  to  submit  comments,  inchiding 
arritten  data,  concerning  the  proposed  changes  to  Defense  Commo- 
nications  Agency,  Attn:  Code  l05.  Washington.  D.C.  20305,  on  or 
before  August  A  1977  The  amendments  m  proposed  wfll  be  effective 
An|uat  A  1977,  without  ftirther  notioe  onlem  oommeats  are  received 
wlwh  resuh  in  a  contrary  determmaaon.  ^ 

KDCRAl 

fefslam  name:  KDCE.01  Visit  Notification/CleaFanGe  Verificadoa 
Records  NR  501-11 
Changes: 

Byslsm  lacatlani  Delete  Code  R124B.  snbstitale:  **Code  R121.** 


RahiesaMlIty;  Delete  entrv  Substitute;  “By  folder  identified  by 
contractor  or  mdivtdiial's  naase.*’ 

KDCEJ2 

System  aaam:  KDCE.QS  parking  permit  control  files  501-07 
Changes:  * 

System  aamc:  Delete  Code  RI24B  Substitute:  "Code  RI21.’' 

Calegerics  ef  (adtvMaals  cavsrad  by  the  system:  Delete  entry  Sub¬ 
stitute  "Military  and  ctvQian  personnel  employed  by  the  Defense 
Communications  Engmeenng  Center  (DCEC)  and  Command  and 
Control  Technical  Center  ICCTQ." 

Policies  and  prarttoes  lar  smrtag,  retrieving,  accessing,  relalalag, 
nd  dtopotong  af  records  M  the  system:  Delete  entry.  Substitute: 
“Destroyed  upon  departure  of  individual  from  employment  with 
Defense  Communications  Engmeenng  Center  (DCEC)  or  Command 
and  Control  Technical  Center  (CCTC)  or  when  no  longer 
authoTued  to  park." 

KOCE.03 

System  name:  KDCE.03  DA  Form  727,  Classified  Container  Infor- 
maOoo  FQe  503-4)2 
Changes: 

System  lorattsa;  Delete  Code  R124B.  Substitute:  "Code  R121.” 
UUR.e2 

System  aaaw:  KEUR.02  DCA  Fbrm  605,  Personnel  Data  Sheet 
Changes: 

Casegortos  af  records  hs  the  system:  Delete  entry.  Substitute: 
“Records  consul  of  information  on  each  individual  including  name, 
grade.  SSAN,  date,  and  pMce  of  btrth,  permanent  home  address, 
mental  and  dependent  status,  passport  number,  rotation  date,  for¬ 
warding  address,  date  of  rank,  PAJPSC/MOS/NEC,  date  reported, 
SAFC/MOS/NEC.  civQian  and  military  education, 
BASD/TAFMSD,  residenoe  and  duty  phone  numbers,  and  emer¬ 
gency  addressee.” 

UUR4r7 

System  aame:  KEUILOT  Postal  Directory  Pile 
Changes: 

Categortas  el  records  In  the  system:  Delete  entry.  Substitute: 
“Records  consist  of  cha^  of  address  recorded  on  DA  Form  3955 
(change  of  address  and  dviKtory  record).”  - 

K232.91 

System  name:  232.01  Travel  Orders  Records  System 
Changes: 

System  location:  Add.  “Decentralized  segment— Defense  Commu¬ 
nications  Engineering  Center  Admmistrative  Offices,  CODE  RI20: 
Defense  Communications  Osmtiont  Center,  Allocation  and  En- 
gmeenng  Divismo.  Code  N230.” 

System  managctis)  and  addrem;  Add.  “Decentralized  seg¬ 
ment— Chief.  Management  Services  Office,  Defense  Communica¬ 
tions  Engmeenng  Centei,  R120.” 


K14g.01 

System  name:  240.01  Personnel  Security  Investigative  Dossier  Pile 
(PSIDP) 

Changes; 

System  locatioa:  Add.  “Decentralized  segment— Security  Branch, 
Defense  Communications  Engmeenng  Center,  Code  R12I." 

System  managorfs)  and  adttoess:  Add.  “Decentralized  seg¬ 
ment— Chief.  Security  Branch,  Defense  Communications  Engineer¬ 
ing  Center.  Code  R121.  I860  Wiehle  Avenue,  Reston,  Va  22090." 

NotMcatloo  proeedaro:  Add.  “For  the  decentralized  segment 
requestt  should  be  addressed  to— Chiaf,  Security  Branch,  Defense 
Communications  Engmeenng  Center,  Code  R121,  1860  Wiehle 
Avenue,  Reston,  Va  22090.” 

R240J3 

System  name:  K240.03  Clearance  card  file  for  Defense  Communica¬ 
tions  Agency  (DCA)  personnd 
Changes: 

System  loeatloo:  Add.  “Decentralized  segment— Security  Branch. 
Defense  Communications  Engineering  Center,  Code  R121 ;  Defense 
Communications  Operations  Center,  AOocatkm  and  Engineeriag 
Divtomn,  CODE  Nm” 
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Braach,  Dafcaw  CoflUNakilloM  BarinST 
tag  Ceaiar.  Code  RI21,  I860  Wtahle  Aveoaa^  Rctaaa.  Va  lldWi” 
NertBctatoa  ataeedaro  Add.  “For  the  deoeolialiaed  legnient 
requesu  ahoula  be  eddreteed  lo— Chief.  Secariljr  Btaach.  Doeate 
CoouBunicatioaa  Bogtaeertat  Ceater,  Code  R121,  I860  Wtahle 
Avenue,  Reston,  Ve^MW." 


U48J6 

Syaleai  aaae:  K240.06  Ctaitiftad  container  tafonantion  on  Fom 
(DA  Form  727) 

Cbnnges; 

SjniHB  tacedaa;  Add.  “Decentralized  tegment— Defenae  Coaunu- 
aicationa  Operationa  Ceater,  Alocationa  and  Bngtaeertai  Division, 
Code  N230.^’ 


K248.6i 

Sjralsai  naaM:  K240.06  Security  Violation  Caae  Pita 

Chaagea: 

BjpsIsb  tacattaa:  Add.  “DeceatraUzed  segaients— Security 
Btaach,  Defeaae  Coauaunicatioas  Bngineehng  Cater.  Code  R12I, 
and  Physical  Security  Braach.  Comaiaad  aad  Coatrol  Technical 
Ceater  (CCTO.  Code  Ct22.“ 

Bytaaai  aaaaiwts)  and  addrsa  Add.  “DecatraUzed  seg- 
aieats— Chief,  Security  Braach,  Defease  Coaunuaicatioas 
gtaeering  Cater,  I860  WMita  Avaoe,  Resta,  Va  22090,  aad 
Chtaf,  Se(^  Braach,  CCTC.  Code  CI22,  WashtagUm.  D.C. 
20301,” 

WsiBhattaa  arscsdursi  Add.  “For  the  decentralized  segnats 
requests  should  be  addressed  to— Chief ,  Security  toach,  Dciease 
Commuaicatkms  Engmeerine  Cater,  1860  Wtahle  Aveoa.  leOM, 
Va  22090,  or  Chief,  PhysiciJ  Security  Branch,  Coaunaad  and  Coa* 
trol  Technical  Cater,  Code  C122,  Washington.  D.C.  20301.” 

KTMJI 

Syttaai  asaret  K700.01  Employee— Muagement  Retattaas  and  Ser¬ 
vices  Pita 

Changes:  ' 

Syslsm  tacatiai  Delete  aO  taformation  after  decatialized  seg- 
awaiB.  Substitnte:  “DCA  field  activities  in  the  Washtagttm,  D.C. 
nietropolitan4uua.” 

SytaMB  managirCs)  and  addrn  Delete  all  tafomtia  after 
decatraU^  seamats.  Substitnte:  “Directors  of  DCA  field  activi- 
ties  in  the  Wasoigum.  D.C.  metropoBtaa  area.” 

WetBhattoa  preesduwi  Delete  aO  addressm  after  deoatralized 
seamats.  Substitute:  “Civfliaa  personnel  offices  of  the  appropttate 
DCA  field  activity  in  the  Waahmgta.  D.C.  metropolilu  aiua.^ 

Reeard  aeeess  arewdurssi  Delete  all  taformattan  aflar  deceatrri- 
ized  segments,  obstitnie:  “Catact  the  Civfltaa  Itarsoasl  Offtae 
at  the  appropriate  DCA  field  activity  in  tae  Washtagtoa,  D.C. 
metropomu  area.” 

K700A2 

Sytaem  name:  K700.02  Civiltan  Awards  Program  FBe. 

Changes: 

Sysini  tacsttaae  Dqtaie  aO  talbrmation  after  decatialized  seg- 
arnats.  Substitute:  “DCA  field  activities.” 

System  aumagarfs)  and  addUsa  Delete  aO  taformattan  after 
decatrahzed  somats  Substitute:  “Directors,  Commaaden  and 
Chiefs  of  DCA  mid  activities." 

WetBfcsttaa  proeedura:  Delete  aO  taformattan  after  decatialized 
seamats.  Substitute:  “Directors,  Commuders  and  Claefs  of  OCA 
field  activities.” 

Recerd  aeeess  procedures:  Delete  aO  taformattan  after  decatral- 
ized  seamats.  mibsotute;  “Catact  the  Director.  Comnumder  or 
(Thief  of  the  appropnate  OCA  field  activity.” 

R7WA3 

Syetam  name:  K700.03  Personnel  Management  Infonnattan  Systam 
(PERMIS) 


Sytasm  aunaoarfs)  and  sddrrm;  Delete  Assistut  to  the  Director 
for  Persoanel,  ctade  TOO,  HQ  DCA.  Substitnte:  “Chief.  Plus  and 
Analysis  Diviaioa.  Code  730,  Office  of  the  Asaistaat  to  Director 
for  Paraonnel.  H(i  OCA.” 


ETMjUS 

Rystato  amnai  K7B04I3S  602-11  active  appHcattan  ffles  (appMcaat 
apply  fles) 

Sytasm  taeattan:  Detalc  aO  taformattan  aftar  deoeatraBzed  seg- 
amnts.  Substiiate:  “DCA  field  activities  in  the  Washington,  D.c. 
metropoltan  area.” 

Syalam  amaagurfs)  and  addraa  Detale  aD  taformattan  after 
decatialized  seeaiats.  Substituie:  “Directors  of  OCA  field  activi¬ 
ties  in  the  WaaluBgia.  D.C.  metropolitu  ara.” 

NstMkattan  preesdurs;  Delete  aO  addressa  after  decatialized 
segments.  Sobedinta:  “Civflmn  personnel  offica  of  the  appropriate 
DCa  field  activity  in  the  Washington.  D.C.  metropolitu  area.^ 
Reeard  aeeam  pracadufust  Deleie  all  infonaattaa  after  decentral¬ 
ized  segments.  Snbsttane:  “Contact  the  dvihu  pjgsonnel  office  at 
the  appropriale  DCA  field  activity  in  the  Washtagton,  D.C. 
metropolitu  area.” 

KTggjgfT 

Sytasm  aaam:  K700.Q7  Bmptoya  record  fita 
Changes: 

Sytasm  tacattaa:  Delete  atry.  Substitute:  “These  cards  are  mata- 
taia^  by  al  supervisors  of  endbu  emptoyea.” 

K7BM9 

Syalam  aasMi  K700.09  6034)2  Service  Recoid  Card  Fles 
Changes: 

Sytams  tacatiai  Detale  aO  taformattaa  after  decatialized  sen- 
mate.  SubsiRuie:  “DCA  field  activities  in  the  Washtagton,  D.C. 
metropolitu  area.” 

Sytasm  amnagarfs)  ad  addraa  Delete  afl  taformattan  after 
decentralized  someats.  SubstitHte:  “Directors  of  DCA  field  activi- 
ties  in  the  Waahitaloa.  D.C.  metropolilu  area.” 

NolMcaltao  prscadaret  Delete  aS  addresses  after  deceatialzed 
segments.  Sabtaituta:  “Civiiu  personael  offica  of  the  appropriate 
DCa  field  activity  in  the  Washinina.  D.C.  uMCropolilu  area.^ 
Reeard  aeesm  arsrsdarmi  Deleie  aS  taformattan  after  deoealnl- 
ized  segmenta.  Substitnte.  “Contact  the  rivitaa  personnel  offtae 
at— the  epproprtate  DCA  field  acCKrity  in  the  Washtagton.  D.C. 
metropoBtaa  area.” 

Kmio 

Syalam  aaaa  K700.10  603-06  Annual  Classificattan  Msintenance 
Review  Fitas 
Chaaga: 

Sytami  lacaltaat  Delete  aO  taformattaa  after  decatraBzed  aeg- 
mats.  Snbstitnte:^‘*DCA  field  activittas  ta  the  Washtagton.  D.C. 
metropolitan  area.” 

Sysla  managsrfs)  and  addrsa  Delete  aD  taformattaa  after 
deoeatiaBzed  segmenta.  Snbstiinte:  “Directors  of  DCA  field  activi- 
ttas  ta  the  Washtagton.  D.C.  metropoBtu  area.” 

NetBcadu  prscsdursi  Deleie  aB  addressa  after 
smmieata.  Substitute:  “CiviBu  penonnel  cSSem  at  the  appropriate 
DCA  field  activity  ta  the  Washtagton,  D.C.  aielropoBtu  area.^ 
Reeard  aeom  praeOura  Delete  aO  tafonuttan  after  decatral- 
ized  segments.  Snbstiinte:  “Catact  the  civfliu  persoiuiel  offia  at 
the  appropriate  DCA  field  activity  ta  the  Washtagi^.  D.C. 
metropoBtu  ara.” 

1788.11 

Systam  aaa:  1700.11  Promottan  Register  ud  Record  Files 
Chaaga: 

System  localkn:  Delete  aD  taformattan  afta  decatraBzed  seg- 
mats.  Substitute:  “DCA  field  activitia  ta  the  Wuhtagton.  D^. 
metropoBtu  area.” 

Cntegertee  of  rseerds  la  the  system:  Delete  atry.  Substitute:  “He 
file  contains  the  yob  opportunity  aanonacemeat;  Bsl  of  ranrtiilBtna. 
latiag  sheets;  evahiatia  tastiumat;  supervisory  appraisals;  DCA 
Form  237,  eB|taiBty  Bst:  SF  I7i,  personal  qnaBficatioa  statementa; 
DCA  Form  326.  araBcuts  card  record:  and  otha  supporting  docn* 
matattan  geaerata  ta  the  evafaattau  of  candidates/* 

Sytea  amnagmls)  and  adOsa  Delete  aD  taformattan  after 
deceatiaBzed  segments.  Substitute:  “Dbuctore  of  DCA  "fM  acthh 
ttas  ta  the  Washtagton,  D.C.  metropoBtu  arsa.” 


FIOCRAl  UOISTH,  VOL  48.  NO.  12S— TUiSOAY,  JUIV  S,  1977 


34484 


D»Aiiiiiiif  or  omisi 


N«(McatlM  pwcwim  Ddetc  aO  addresMt  after  deceatraBzed 
attBieiiti.  Subttiliite:  “CMfaa  pmoand  offices  of  the  appropriate 
DCA  field  activkjr  te  tlw  Waafes^oa,  D.C.  ■nropoMtaa  ana.*^ 
Beesrd  acfca  pracadarsr  Delete  all  informatioa  after  decentral- 
oed  sefmeBts.  Substitete;  “Coatect  tie  dviiaa  persoaad  office  of 
tee  mpropiiate  OCA  field  acthritjr  ia  tee  Washinfloa,  D.C. 
■etropoMtea  area.** 

Kmu 

fratea  aear  K700.12  (02-10  Chrl  Service  Certificate  POes 
dtaapes: 

Systeai  lacatfea:  Ddete  eD  mforaiatioB  after  decentralized  s» 
■eats.  Sebstitnte;  **DCA  fidd  activilies  ia  tee  Washmgtoa,  D.c. 
■etropolrtaa  area.** 

Syetea  aanatctfs)  aad  addras;  Delete  aB  iaformatioa  after 
decentralized  segmeats.  Sabstitnte;  “Directon  of  DCA  field  acthri- 
ties  ia  tee  Wastenglon.  D.C.  metropditaB  area.** 

Natneatea  proeedars!  Delete  d  addresses  after  decentralized 
seeaenu.  Substitute:  **CiviliaB  personnel  offices  of  tee  appnmriate 
DCA  field  activity  in  tee  Wasluagton.  D.C.  metropolitan  area.^ 
Recard  accea  prscedarce;  Delete  aB  iaforinatioB  after  deceatral- 
ized  segments.  Substitute:  “Contact  the  cmhaa  penoiuiel  office  at 
tee  appropriate  DCA  fidd  activity  in  tee  Washington,  D.C 
aietropolitan  area.** 

KTOAU 

Syalia  aaac:  K700.13  602-26  Retention  Register  Piles  (reductkMMn- 
force) 

Changes: 

Sydaa  locatloB:  Delete  aB  information  after  decentralized  ec» 
meats.  Sobstitate:  ‘*DCA  fidd  activities  in  the  Wasfainitoa,  D.C. 
metropolitaa  area.** 

Syalaa  aaBagctfs)  and  addreat  Delete  aB  infocmatioa  after 
deontrahzed  sepments.  Substitute:  “Daectors  of  DCA  field  activi¬ 
ties  in  the  Washmgion.  DX^.  aetropolitaB  area.** 

Watiilcetloa  procedars;  Delete  d  addresses  after  deoeatrdized 
aagmeott  Snbstitate:  “Civiian  peraoaod  offices  of  the  appropriate 
DCA  field  activity  a  the  Washagioa,  D.C.  metropolitaa  aiea.^ 
Racer  d  aeeea  procedawr  Deleie  aD  inforaatioa  after  deoentral- 
iaed  segmeau.  Sabstitute;  “Coaiact  the  rivBien  pjereonael  office  at 
tee  approprate  DCA  field  activity  in  the  waahingtoa,  D.C 
metropolitu  area.** 


imiT 

K700.17  Official  Petsonad  Polder  POes  (Standard 

Porm  66) 

Changes: 

Systca  lacatlaa:  Ddete  aB  inforaatioa  after  decentralized  a^ 
aeats.  Substilute:  “DCA  field  activities  ia  the  Washington,  D.C. 
aetropolitaB  area.** 

System  aaaagcrfs)  aad  addrosr  Delete  aO  infonnation  after 
deciratralized  sepments.  Substitute:  “Directors  of  DCA  field  activi¬ 
ties  in  the  Washagton,  D.C.  metropoBtan  area.** 

NotfBcatioo  procedaro:  Delete  d  addresses  after  decentralized 
segments.  Substitute:  “CiviBian  penonnd  offices  of  the  apprtmriats 
DCA  fidd  activity  in  the  Washagton,  D.C.  metropolitaB  area. 

Record  accea  prseedarem  Ddete  afl  information  after  decentral¬ 
ized  segmente  Substitute:  “Contact  the  civilian  personnd  office  at 
the  appropriate  DCA  field  activity  in  the  Washington,  D.C. 
metropolitan  area.** 

K89eA3 

Systca  aaaM:  K890.03  Awards  Case  History  File 

Changes: 

System  lecatlea:  Add:  “Decentralized  segment— Defease  Commo- 
nications  Operations  Center,  AOocatioas  and  Engineering  Division, 
Code  N230.^’ 

KS9e.«S 

^stea  aaae:  R890.0S  Overseas  Rotetion  Program  FQes 

Changes: 

System  lecatea:  Ddete  aB  information  after  decentralized  s^ 
aeats.  Sabstitute:  **DCA  field  activities  in  the  Washagton,  D.C. 
metropolitaa  area.** 

Syslea  nanagafe)  and  addreas;  Delete  aO  information  after 
decentralized  sepments.  Substitute;  “Directon  of  DCA  field  activi¬ 
ties  in  the  Washington,  D.C.  metropolitan  area.*’ 

NodllcatloB  proeednre:  Delete  aB  addresses  after  decentralized 
segments.  Substitute:  ‘'CiviliaB  personnd  offices  of  the  appremriate 
DCA  field  activtty  in  the  Washington,  D.C.  metropolitan  area.' 

Record  accea  proeedarer  Delete  aO  information  after  decentral¬ 
ized  segments.  Substitute:  “Contact  the  civilian  personnd  office  at 
the  appropriate  DCA  field  activity  in  the  Wasluagton,  D.C. 
metropolitu  area.** 


Kmis 

fljyatea  naae:  K700.1S  603-0S  Chronological  Journal  Files 

Changes: 

System  lecatlea:  Delete  sD  infonnation  after  decentralized  sag- 
awnts.  SubstUute:  “DCA  field  activities  ia  the  Washmgtoa.  D.C. 
fnetropoUtan  area.** 

System  aaaagcris)  and  addrese  Delete  aB  inforaatioa  after 
decratralized  sepments  Substitute;  “Dvecton  of  DCA  field  activi- 
ttes  in  tile  Washmgtoa.  D.C.  metropolitaB  area.** 

NotiflcatloB  procedaro;  Delete  aD  addresses  after  decentrdized 
aepnents.  Substitute;  “Civibae  personod  offices  of  the  appropriate 
DCA  field  activity  m  the  Washmgton.  D.C.  metropolitan  area. 

Raeard  aeeea  procedures:  Delete  aB  infonnatioa  after  deccntral- 
faed  segments.  S^titute;  “Contact  the  civilian  personnd  office  at 
the  appropriate  DCA  field  activity  in  ttie  Washington,  D.C. 
metropolitan  area.” 

K7tt.l6 

System  name:  K700.16  Classification  Appeals  Files 

Changes: 

System  tecatha:  Delete  aO  information  after  decentralized  et^ 
ments.  Substitute;  “DCA  field  activities  in  the  Washington.  D.C 
metropolitan  area.“ 

System  aaaancrts)  and  eddroee;  Ddete  aB  information  after 
deomtralized  s^menu  Substitute  “Directors  of  DCA  field  active 
ties  in  the  Washmgton.  D.C  metropolitan  area.” 

WetMhatioa  proesdurc;  Delete  aB  addresses  after  decentralized 
eesmente.  Substitute.  “CivSiaB  personnel  offices  of  the  appropriate 
DCA  field  activity  m  the  Washmgton.  D.C.  metropolitan  area. 

Record  accea  proceduros:  Delete  aD  informatioo  after  decentral¬ 
ized  segments.  Substitute  “Contact  tiic  aviben  penonnd  office  at 
the  apiTOpiiate  DCA  field  activRy  ia  da  Waehmgton.  D.C 
■atzopoliba  area.** 


Kmoi 

System  aamc:  K890.06  Card  File  for  forwsrdint  mai  of  departed 
personnd 

Changes: 

Sydia  locaHea;  Add:  “Decentralized  ai^ent— Defenee  Coauno- 
nicetioBs  Bagineermg  Center,  Admiaietrative  Offices,  Code  R120.’* 

System  aangerts)  and  adtouasi  Add:  “Decentralized  eeg- 
ment— Chief,  Management  Services  Office,  Defenae  Communica¬ 
tions  Engineering  Center,  Code  R120.** 

NodBcattoa  procedaro:  Add:  “Decentralized  sclent— Chief, 
Management  Services  Office,  Defense  Communkstions  Engmeer- 
ing  Center.  Code  R120.** 

The  following  revised  system  notices  are  published  in  their  en¬ 
tirety. 

June  21. 1977. 

Lee  M  .  PaschaB. 

Ueutemuu  CSeimaL  U5AF.  Director. 

Manricc  W.  Roche. 

Director  Correepoodence  and  Dtreettra  OASD  (ComptroUeti. 

DEFENSE  COMMUNICATIONS  AGENCY 

ROUTINE  USB  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com-  i 

ponent  to  carry  out  its  functions  indicates  a  violation  or  potentid 
violation  ai  law,  whether  dvi.  crtmind  or  regulatory  in  nature,  and 
whether  ansmg  by  general  statute,  or  by  regulation,  rule  or  order 
issued  punuaot  thmto,  the  relevant  records  in  the  system  of 
records  may  be  rdeired.  aa  a  routuie  nae,  to  the  approfuiate  agew 
cy,  whether  federal  state,  locd  or  foreign,  charged  with  tha 
responsibility  of  mvestigating  or  proaecating  sach  vidatka  or 
churged  wMi  enforcing  or  im^eBienting  the  statate,  rata,  regulatha 
or  order  inoed  parsoant  ther^ 
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BOUTINE  USE  -  DISCLOSITRE  WHEN  REQUESTINO  IN¬ 
FORMATION 

A  record  fron  ■  lysteir  of  record*  aiamtMaed  by  Uiit  conpoaent 
may  be  dncloaed  a*  a  routine  use  to  a  federal,  state  or  local  afeacy 
maiatauini  civil,  cruninal  or  other  relevant  enforcement  tnforma- 
tkm  or  other  pertmeni  mformation.  such  at  current  licentet.  if 
neceaaary  to  obtam  mformation  relevant  to  a  component  decision 
concemina  the  hinns  or  retention  of  an  employee,  the  issaance  of  a 
security  clearance,  the  lettmt  ot  a  contract,  or  the  issuance  of  a 
b^sc,  grant  or  othei  benefit 

ROUTINE  USE  •  DISCLOSURE  OF  REQUESTED  INFOR¬ 
MATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency  m  response  to  its  request,  in 
connection  with  the  hirmg  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  mvesttgabon  of 
an  employee,  the  lettmg  of  a  contract,  or  the  issuance  of  a  bcenae, 

rit.  or  other  benefit  bv  the  requesting  agency,  to  the  extent  that 
information  w  relevant  and  necessary  to  the  requesting  agency’s 
deasioo  on  the  matter. 

ROUTINE  USE  •  CONGRESSIONAL  INQUIRIES 
D^losure  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  made  to  a  congressional  office  from  the  record  of 
an  individiial  m  response  to  an  inquiry  from  the  congressional  of¬ 
fice  made  at  the  request  of  that  tndfvidual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF  DEFENSE 
A  record  from  a  system  of  records  mamtamed  by  this  component 
may  be  disclosed  at  a  routme  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as.  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  enmina)  investigstions  of  the  Com¬ 
ponent  requesting  the  record 

ROUTINE  USE  -  PRIVAT*E  RELIEF  LEGISLATION 
Relevant  informatior  contained  in  aO  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975, 
win  be  disclosed  to  the  Office  of  Management  and  Budget  to  con¬ 
nection  svith  the  review  of  private  rebel  legnlation  as  set  forth  in 
0MB  Circular  A-19  at  any  stage  of  the  lenitive  coordination  and 
clearance  process  as  set  forth  m  that  Circiuar. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY  INTERNA¬ 
TIONAL  AGREEMENTS  A  record  from  a  system  of  records 
mamtamed  by  this  Component  may  be  disclosed  to  foreim  law  en¬ 
forcement,  security,  mvestigatory,  or  admmistrative  auumrities  to 
order  to  comply  requtremenu  imposed  by.  or  to  claim  li^ts 
conferred  to  toternaaonaJ  agreements  and  arrangements  tochiCTig 
those  regulating  the  stauonmg  and  status  m  foreign  countries  of  De¬ 
partment  of  Defense  military  and  civilian  personnel 

ROITTNE  USE  -  DISCLOSURE  TO  STATE  AND  LOCAL 
TAXING  AUTHORITIES  Any  mformation  normally  contained  m 
IRS  Form  W-2  wluch  is  maintained  m  a  record  from  a  system  of 
records  mamtamed  bv  this  Component  may  be  discloaed  to  State 
and  local  taxing  authonties  witn  which  the  Secretary  of  the  Treaau- 
ly  has  entered  into  agreemenu  pursuant  to  Title  3,  U.S.Code,  Sec¬ 
tions  3516,  3517,  5520.  and  only  to  those  State  and  local  taxing 
authorities  for  which  an  empiovee  or  military  member  is  or  was 
subject  to  tax  regardless  of  whether  tax  is  or  was  withheld.  Thu 
routine  use  is  to  accordance  with  Treasury  Fiscal  Requiremenu 
Manual  Bulletio  Nr.  76-07 

ROUTINE  USE  -  DISCLOSURE  TO  THE  U  S.  CIVIL  SER¬ 
VICE  COMMISSION  A  record  from  a  system  of  records  subject 
to  the  Privacy  Act  and  mamtamed  by  this  component  may  be  dto- 
closed  to  the  Civil  Service  Commission  concerning  information  on 
pay  and  leave,  benefhs.  redremen*  deductions,  and  any  other  tofor- 
maQoo  necessary  for  the  Commission  to  carry  out  its  legaOy 
authorized  Government- wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  -  DISCLOSURE  OP  INFORMATION  TO 
NARS  (OSA)  A  record  from  a  system  of  records  matotamed  by 
thn  component  may  be  disclosed  as  a  routiiic  use  to  the  Nattoaal 
Archives  and  Records  Service  of  the  Oeneral  Services  Admtoistia- 
tion  to  records  management  inspections  conducted  under  authority 
of  44  U.S.C.  2904  and  2906. 


KDftAl  aiOISTH,  VOi.  42,  NO. 


REQUESTING  RECORDS  Recosds  are  retrieved  by  name  or  by 
some  other  personal  identifier  It  is  therefore  especial  unportant 
for  expeditiouB  service  when  requestiiig  a  record  that  particular  at- 
teation  be  provided  to  the  Nottfication  and/or  Access  Procedures 
of  the  particnlar  record  system  mvoNed  so  as  to  fnniitb  the 
required  personal  identifien.  or  any  other  pertinent  personal  infor¬ 
mation  as  may  be  required,  to  locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES  Certain  blanket  'routine  uses'  of 
the  records  have  been  established,  that  are  applicable  to  every 
record  system  maintained  withm  the  Department  ot  Defense,  onless 
specifically  stated  otherwise  within  a  particular  record  system. 
iWic  addittonal  Maoket  routtoc  uses  of  the  records  are  published 
below,  only  once  to  the  mterest  of  sunplidty.  economy  and  to 
avoid  redundancy,  before  the  individual  record  system  notices 
begm  rather  than  repeating  them  to  every  todividual  record  system. 

KDCE.01 

System  name:  Visit  notifkation/Clearance  Verification  Records 
NR30II1. 

System  location;  Security  Branch,  Room  IA06,  Defense  Commu¬ 
nications  Engmeering  Center  (DCEC),  Code  R12I. 

Categorlm  af  todMduab  covered  by  the  system:  Same  ^s  indns- 
trial  contractors  requiring  admittance  to  the  facility  on  otficinl  bosi- 
nesB. 

Categorlm  of  records  to  the  system:  Form  listing  ttic  name,  date 
and  place  of  bnrth,  SSAN,  clearance  status,  and  bosia  for  that 
clearance. 

Authority  lor  matotcuauce  of  the  system:  Executive  Order  10430, 
as  amended. 

Routine  eaes  of  lecards  maintaliied  to  the  qfxtoa-  toduding  catego- 
rlea  ot  oaers  and  the  notpoam  at  inch  nma:  To  identify  officini  visi¬ 
tors  to  defense  mstauation*  and  organizations  responsible  for  work 
on  Defense  Department  contracts  and  verify  the  tevd  of  classifica¬ 
tion  to  which  each  ia  anthorued  access. 

FoIMm  and  praettem  lor  storing,  rotrtevteg,  accesdng,  retatotog, 
and  itlspnsto|  of  records  to  the  system:  Destroyed  one  year  aftm 
revocation  of  permit  to  enter  premises. 

Storage:  PQc  folders. 

Rctrlevahllity:  By  folder  identified  by  contractor  or  individual’s 
name. 

Safsgnarda:  BuDdtog  security  guards.  Records  maintained  to  area 
accessible  onl^  to  authorized  personnel  who  are  appropriately 
cleared  and  trained. 

Rcteutton  aad  dtopeaal:  Records  not  permanent.  Retained  one 
year  after  revocation  then  destroyed 

System  managorts)  aud  addresr  Chief,  security  Branch,  Defense 
Communications  Engmeenng  Center  (DCEC),  1860  Wiehle  Avenue, 
Reston.  Viigiiiia  22090. 

Notifies ttuo  procedure:  Rrauests  from  todividualt  should  be  ad¬ 
dressed  to  Chief,  Security  Branch,  Defense  Communicatioas  En- 
gineeniit  Center  (DCEC).! 860  Wiehle  Avenue,  Reston.  Virginia 
22090  Ilie  fuD  name  of  tte  requestmg  todivKlual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  the 
requester  may  visit  the  Security  Branch.  Defense  Communications 
Engmeenng  Center  (DCEC)  I8W  Wiehle  Avenue,  Reston,  Vtrgmia 
22<)%,  to  obtam  mformation  on  whether  the  system  contams 
records  pertammg  to  him  oi  her.  As  p^f  of  identity  the  requester 
must  present  a  current  DCA  identification  badge  or  dnvers's 
bcenae. 

Record  aceem  procedures:  Contact  the  Chief,  Security  Branch. 
Defense  Communicatioiis  Enmneering  Center  (DCEC),  1860  Wiehle 
Avenue,  Reston.  Virginia'  22(m  The  official  mailtog  addresses  are 
to  the  Department  Defense  Directory  to  the  appendix  to  the 
Defense  Communications  Agency's  systems  notice  and  should  be 
referenced  by  the  requester. 

Coatesttog  record  procedarer  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  toittol  determina¬ 
tion  by  the  mdividual  concerned  may  be  obtained  from  the 

sysmanaoer. 

Reeord  source  categories:  Military  and  ChrOton  Penoonel  whose 
names  appear  on  the  form. 

Systems  exempted  from  certnto  provltoous  el  the  acli  NONE 
KDCBJl 

System  naam:  Parking  Permit  Cootroi  Pfles  301-07. 
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OMniMNT  or  omisi 


Syaica  locatfoa:  Security  Braach,  DefcuM  CoauMBkatioat  Ba- 
gineeiiaa  Center  GXBO)  Code  R121 

CatoBoric*  of  kdMdaali  eomod  by  the  BTricat  Mfltery  and 
Civftan  penonael  eaptoyed  tw  the  Meaee  Commaaicationt  Ba* 
nneenag  Center  (DcEO  and  Command  and  Control  Technical 
Center  (CCTC). 

CemjiertM  of  loeorde  In  the  eyetemt  Owner’s  name  and  vehicle 
identifintioi)  data  and  parking  number  assigned. 

Aothorky  lor  maktrnanr*  of  the  system:  Federal  Property 
Management  Reputation^  Ten^rary  Regulation  D-47,  dated  li 
May  1974,  issued  by  the  Oenetaf  Services  Admkistration  (OSA). 

Rootinc  nsss  of  reeards  maintalacd  k  the  system,  inchidkg  catego¬ 
ries  of  osers  and  the  purposes  of  sneh  uses:  To  assign  sperak  park¬ 
ing  spaces  to  personnel  so  authorized;  and  to  identify  parked  vehi¬ 
cles  when  circumstances  so  dictate. 

PoHdee  and  pmetkes  for  storing,  retrieving,  accessing,  retaining, 
and  dlsposlag  of  records  In  the  system:  Destroyed  upon  departure  of 
individual  from  empk^ment  snth  Defense  Communications  Bn- 
meermg  Center  (DCEC)  or  Command  and  Control  Technical 
Center  (CCTC)  or  when  no  longer  authorized  to  park. 

Storage:  FOe  folders 

Rctflevablllty:  By  parkins  number 

SafeguardK  Buflding  security  guards,  records  maintained  in  area 
nccesmte  only  to  authorized  personnel  who  are  appropriately 
cleared  and  tramed. 

Retention  and  dispoeal:  Records  are  not  permanent.  Retained 
while  individual  is  authorized  reserved  parking,  then  destroyed. 

System  managerfs)  and  addrem:  Chief,  Security  Branch,  Defease 
Communications  Bagmeering  Center  (DCBC),  ISM  Wiehle  Avenue, 
Restem,  Vkgmia  22fliW. 

NotRIcntlon  procedw:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Branch,  Defense  Communicatioas  Bn- 
r«**»*^  Cmiter  (DCBC),  ISM  Wiehk  Avenue,  Reston,  Virgmia 
7XM.  Tm  fuO  name  of  the  requestmg  individoal  wiD  be  requir^  to 
detprmine  ff  the  system  contains  a  record  about  him  or  her.  The 
requester  may  visit  the  Security  Branch,  Defease  Communications 
Bagmeering  Center  (DCBC),  ISM  Wiehle  Avenue,  Reston.  Virginia 
220W  to  obtain  information  on  whether  the  system  contains  retards 
pt*o«n««g  to  him  or  her.  As  pn^  of  identity  the  requester  must 
present  a  current  DCA  identificatioo  bodge  or  a  driver’s  license. 

Record  aceem  proeedursK  Contact  ttie  Chief,  Security  Branch, 
Defease  Communications  Engineering  Center  (DCBC),  iSM  Wiehle 
Avenue,  Reston.  Virginia  220M.  The  official  mailing  addresses  are 
k  the  DoMutmeot  ^  Defense  Directory  in  the  appendix  to  the 
Defease  Communicationt  Agency’s  systems  notice  and  should  be 
referenced  by  the  requester. 

Coakrilim  record  procedures:  The  Agency’e  niles  for  access  to 
records  and  for  contesting  contents  and  appealing  mitial  determina¬ 
tion  by  the  individual  concerned  may  be  ootained  from  the 
SYSMANAOER. 

Rocerd  aonrec  cateaorics:  Military  and  Civilian  personnel  whose 
names  appear  on  the  form. 

Systems  exempted  from  certak  provisions  of  the  act:  NONE 
KDCE.t3 

.^rstem  name;  DA  Form  727  Classified  Container  Information  File 
503-02 

System  lecaBon;  Security  Branch,  Room  1A06.  Defense  Commu- 
akatioos  Engmeering  Center(DCEC),  Code  R121. 

Cnteporks  of  kdividnab  eovered  by  the  system:  Classified  con¬ 
tainer  information  hstmg  the  name,  address,  and  telephone  number 
of  each  person  authorize  access  to  the  container, 

Categorlei  of  records  k  the  system:  This  form  records  ttie  name, 
gnde^Kldress,  and  home  telephone  numbers  oi  the  above  m- 

Authority  lor  maktenaaec  of  the  system:  Executive  Order  I04S0, 
as  amended 

Routine  nses  of  records  maktalacd  k  the  system,  keinding  catego- 
sfes  of  users  and  the  pnrpoom  of  anch  uses:  To  identify,  locate  and 
contact  each  person  authorized  access  when  the  need  arises. 

FoBcIrs  and  practices  kr  steskg,  rotikvkg,  accessing,  retaking, 
aud  dbpaskg  of  records  k  the  syste:  Destroy  when  obsolete,  te. 
when  person  departs,  when  combination  changed,  or  when  con- 
kiner  no  longer  used. 

Bkr^  FRe  folden 


Rstrkvahflity:  By  capital  property  number 

Safeguards:  Building  seouity  guards,  records  maintained  in  area 
accessible  only  to  authorized  personnel  who  are  appropriately 
cleared  and  trained. 

Retention  and  dkpoml:  After  becoming  obsokte,  fOe  is 
destroyed. 

System  managers)  and  address:  Chkf,  Security  Branch,  Defense 
Communications  Engineering  Center  (DCEC),  18M  Wkhte  Avenue, 
Reston.  Virginia  22()W. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Branch,  Defense  Communications  En- 
gmeering  Center  (DCEC).  ISM  Wkhk  Avenue,  Reston.  Virginia 
22090  The  fuU  name  of  the  requesting  individual  wfll  be  requir^  to 
determine  if  the  system  contains  a  record  about  him  or  her  The 
requester  may  visit  the  Security  Branch.  Defense  Communications 
Engineering  Center  (DCEC).  ISM  Wkhle  Avenue.  Reston,  Virgmia 
220%,  to  obtain  information  on  whether  the  system  contains 
records  pertaining  to  him  or  her.  As  proof  of  identity  the  requester 
must  present  a  current  DCA  identification  badge  or  a  driver’s 
bcense. 

Record  access  procedures:  Contact  the  Chkf.  Security  Branch, 
Defense  Communications  Ete|meering  Center  (DCEC),  Wkhk 
Avenue,  Reston.  Vhginia  22^.  The  offkial  mailing  addresses  are 
in  the  Dgiaitment  ^  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency’s  systems  notice  and  should  be 
referenced  by  the  requester. 

Ceatestkg  record  procedursa:  The  Agency’s  ruks  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAOER. 

Record  source  cateaotks:  Military  and  Civilian  Personnel  whose 
names  appear  on  the  form. 

Systems  exempted  from  certak  provWonB  of  the  act:  NONE 
KBIIRA2 

System  name:  DCA  Form  MS,  Personnel  Data  Sheet. 

System  lecatton:  Management  Support  Division.  Defense  Commu¬ 
nications  Agency  Europe  (DCA-EUR),  APO  New  York  09131. 

Categories  of  kdlvlduab  eovcrsd  hy  the  system:  AO  personnel  as¬ 
signed  to  DCA  Europe. 

Categorko  of  records  k  the  eystem:  Records  consbt  of  informa¬ 
tion  on  each  individoal  including  name,  grade,  SSAN,  date  and 
place  of  birrii,  permanent  home  address,  marital  and  dependent 
status,  passport  number,  rotebon  date,  forwarding  address,  date  of 
rank,  PAFSC/MOS/NEC,  date  reported,  SAPC/MOS/NEC,  civflian 
and  military  education.  BASD/TAFMSD,  residence  and  duty  phone 
numbers,  aiMi  emergency  addressee. 

Authority  for  maktenauc*  of  (he  system:  10  U  S.code  133(b) 

Routke  usm  of  records  maktaked  k  the  system,  kcludkg  catego¬ 
ries  of  users  and  the  purposes  of  sudi  oocr  Mamtained  (or  use  oy 
the  Management  Support  Division  as  a  reference  (fie  and  routine  or 
emergency  locator  file. 

Polkles  and  nraetkm  lor  alorkg,  retrkvkg,  acccsskg,  retakkg, 
and  dbposkg  of  records  k  the  system; 

Storage;  Records  maintained  m  ffie  folders 

Rctrtevablllty:  Records  filed  alphabetkally  by  last  name  of  in¬ 
dividuals. 

Safeguards:  Records  maintained  in  a  locked  container  accessibk 
to  authorized  personnel  only.  Military  pohee  are  posted  at  entrance 
of  the  building. 

RetentloB  aud  dbposal:  Record  maintained  for  one  year  after  de¬ 
parture  of  individuai)  then  destroyed. 

System  managers)  and  addrem:  Management  Support  Division, 
DCA  Europe,  ATO  New  York  09131 

NotIfkatloBproccdurc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Cmf,  Management  Support  Divuion,  DCA-Europe, 
APO  New  York  ()9131.  Tne  fuO  name  of  the  requesting  individual 
wfil  be  required  to  determine  if  the  system  contains  a  record  about 
him  or  her.  As  proof  of  identity,  the  requester  must  present  a  cur¬ 
rent  DCA  identmeation  badge  or  driver’s  license. 

Record  accem  nroesdures:  Contact  the  Chief,  Management  Sup¬ 
port  Division,  DCA-Eun^.  APO  New  York  09131,  (or  assutance. 
llie  mafilag  address  b  hated  m  the  orpnizatioiial  directory  of  the 
Defense  CommunicatioBs  Agency  pubhshed  in  the  Federal  Regbter 
and  should  be  referenced  by  the  requester. 
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CoatMllBg  ranr4  prMcdww  Afiucf*9  ndM  §0f  >cc<M  to 
record*  for  conlettat  oooteou  Md  opiMaliot  initial  detorauMtioii* 
by  the  indivKhial  cooceroed  my  be  obttiped  ffom  the 
SYSMANAOER 

■eeerd  warcc  oiteKoctee;  AO  infonnatioa  fa  provided  by  the  ia* 
dividual  upon  initia)  anaigninenL 
Syatcas  cicaptcd  froa  certafa  pravfaiaoa  af  the  act:  NONE 


UimjfT 

Syatca  mac:  Poatal  Directory  Pile 
Syatca  locatha:  Management  Support  Diviaioa.  Defenae  Coniau- 
nkationi  Agency  Europe  (DCA-EUR),  APO  New  York  09131,  and 
Fidd  Office*. 


Categortea  el  fadlvMaab  corned  by  the  ayatca:  AO  individual* 
currenay  aaaigDed  to  DCA  Europe  and  thoae  who  departed  within 
proceeding  12  month*. 

Categortea  ol  record*  la  the  ayatea:  Record*  conaist  of  change  of 
addre**  recorded  on  DA  Form  WSS  (change  of  addrea*  and  directo¬ 
ry  record). 

Aathority  for  aaiatcaaacc  of  the  syatea:  U.S~A.  Poatal  hfanual, 
Chapter  1,  Part  1S8. 

Rontiac  aaa  al  record*  aalatataed  la  the  ayatca,  InchMliag  catega 
rtea  al  aacra  aad  the  parpoaa  of  aacb  aaeo:  file*  arc  maintained 

by  the  Commander  APO  09131  Foot  Office,  and  the  ATO  Mad  Dfa- 
tnbution  Center  for  the  Stuttgart,  Germany  area  located  at  Wallace 
Barrack*.  FOea  are  alao  mamtamed  at  Poatal  Pacilitie*  aervingg  the 
Field  Office*:  Worm*  •  APO  09056,  UK  •  APO  09378,  Naplea  • 
FPO  09524,  Athena  -  APO  09223. 

Information  ia  uaed  by  SYSMANAGER  to  direct  mad  delivery  to 
the  proper  addreaa. 

PoHcte*  aad  practice*  for  *teclag.  retrieving,  acccaalag,  rctalafag, 
aad  dtepoalag  of  rccorda  la  the  ayalcre:  ^ 

Stora^:  Record*  are  *tored  in  card  ffle  boxe*  in  the  mail  room. 

Rctrtevabllity:  Information  i»  retrieved  by  name  of  individual  and 
organizational  aa*ignment. 

Safeguard*:  Record*  are  maintained  in  room*  approved  for  the 
*torage  of  US  mad  and  are  acce**ibte  only  to  anthorued  peraonneL 
Military  police  are  poated  at  the  entrance  of  the  budding. 

Retention  and  dtepoaal:  Record*  are  maintained  in  an  active  file 
during  period  of  current  aesignment  to  DCA  Europe  and  for  one 
year  after  departure,  at  wlucb  time  they  are  deatroy^. 

Syatem  manageria)  and  addrew  Management  Support  Dhrfaion. 
DCA  Europe,  ATO  New  York  09131 

Notification  procedure:  Requeata  from  individuafa  ahould  be  ad- 
dreaaed  to  SYS^MANAOER. 

Roeord  accea*  orocednrea:  Contact  the  Chief,  Management  Sup¬ 
port  Diviaion,  DCA-Europe,  APO  New  York  09131,  for  aaaiatance. 
The  mading  addreu  ia  hated  in  the  organizational  directory  of  the 
Defenae  Communication*  Agency  pubhahed  in  the  Federal  Regiater 
and  ahould  be  referenced  by  the  requeater. 

Coatcatliw  record  procedarca:  The  Agency**  rule*  for  acceaa  to 
record*  and  for  conteatmg  content*  and  appeahna  imtial  detenaina- 
tiona  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  aonrcc  categortea:  Infoimation  fa  provided  by  individuala 
upon  initial  aaaignment  to  DCA  Europe. 

Syatama  cxcmpicd  from  certain  pravfalona  el  the  act:  NONE 


K232A1 

Syfaern  aanre:  Travel  Order*  Record*  Syatem 
^■tem  location:  Service*  Branch,  Code  232,  and  Travel  Branch, 
Code  234,  Headquarter*,  Defenae  (Communication*  Agency  (DCA). 
Decentralized  Segment*;  Defenae  Communicationa  Engineering 
Center  Adminiatrative  Office*.  Code  R120;  Defenae  Commaaica- 
tiona  Operation*  Center,  Allocation*  and  Engineeriag  Diviaaon, 
CodeN230. 

Categortea  of  fadlvldaala  eavered  by  tbc  ayMam:  Thoae  DCA  mii- 
tary  aad  civilian  peraonnel  who  have  performed  official  travel  in 
cormectioo  with  DCA  buainea*  or  employment 
Categortea  af  record*  fa  the  ayaiem:  Record*  fa  the  ayatem  woidd 
cover  authorized  official  travel  for  civilian,  miitery,  aaid  contractor 
peraonnel  and  be  compriaed  of  travel  ordara.  tranaportatioa 
aemiiata,  oommercial  carrier  tranaportation  and  anceae  baggage 
tkaala,  travel  advance  voucher*,  recotda  of  travel  cfafaac  and  j«p> 
•anfa,  DD  Pom  1096,  Anthoriiation  to  Apply  for  a  ’No  Fee*  nm- 


port.  Aho  aupporting  documentation  including  raeaaagea,  cor- 
fcapondence.  and  coordination  paper*.  D*ta  in  the  ayatem  would  in¬ 
clude  name*.  *ocial  aecurily  number*,  office  aaaignments, 
rankygrade.  DCA  office  code  number,  DCA  teiepbone  number, 
home  addrcaaea.  tranaportation  aad  per  diem  aUowancea  and  actual 
amounu  paid,  and  itmene*. 

Aathority  far  naafatenaacc  of  the  ayatem:  10  U.S.  Code  133(b). 

Routine  aam  al  rcearda  makalafacd  fa  tbc  ayatem.  facladkag  catego¬ 
ric*  of  aacra  aad  the  garpaaea  of  aacb  nacK  Uaed  by  peraonnel  in  the 
Service*  Branch.  Code  232,  and  personnel  in  the  Travel  Branch, 
Code  234.  Headquarter*,  DCA,  in  mamtaintng  appropriate  and  ac¬ 
countable  record*  for  individuals  performing  officul  travel  on  DCA 
busmes*  and  to  ensure  individual  travel  advance*  are  liquidated. 

Eligible  record*  are  forwarded  to  the  Department  of  Justice  for 
possible  prosecution  for  fraud. 

PoBctea  and  practices  lor  atorlag,  retrieving,  acccaafag,  rclafaiag, 
and  dlspocliig  of  record*  fa  tbc  syatem: 

Stongic:  Records  are  stored  in  file  folders. 

Rctricvablllty;  Information  is  accessed  and  retrieved  by  the  name 
of  the  mdividu^. 

Safegaarda:  Budding  employs  security  guards.  Records  are  kept 
in  security  file  (MP  combination  lock)  a^  are  accessible  only  to 
authorized  personnel  that  arc  property  screened,  cleared  and  their 
dutie*  require  them  to  be  in  the  area  where  records  are  maintained. 

Rctcatlaa  aad  dtepoaal:  Records  maintained  in  the  Travel  Branch, 
Code  234  are  not  permanent  They  are  retained  in  active  file  until 
travel  advances  are  Ifauidated  and  then  transferred  to  completed 
files  and  held  for  one  fiscal  year  and  subsequently  retired  to  the  ap¬ 
propriate  Washmgton  Natioiial  Records  Center. 

Records  mamtained  in  the  Services  Branch.  Code  232,  are 
retained  for  two  year*,  then  destroyed. 

System  managerfa)  and  edditaa:  (Thief,  Supply  and  Services  Divi¬ 
sion,  Code  230.  Headquarter*,  DCA.  Decentralized  Segment  - 
Chief,  Management  Service*  Office,  Defense  Communicatiom  En¬ 
gineering  Center.  Code  R120. 

Notification  prooednre:  Request*  from  individual*  should  be  ad¬ 
dressed  to  (Tnief,  Supply  and  Service*  Division,  Code  230, 
Headquarters,  DCA  The  fuD  name  of  the  requesting  individual  win 
be  required  to  determine  if  the  system  contains  a  record  about  him 
or  her.  The  requestor  may  visit  the  Services  Branch,  Code  ^2, 
Headquarters.  DCA.  to  obtain  information  whether  the  system  con- 
tarn*  record*  pertaining  to  him  or  her  for  local  travel  For  other 
than  local  travel  the  requester  may  visit  the  Travel  Branch,  Code 
234,  Headquarter*.  DCA,  to  obtam  information  on  whether  the 
system  contam*  records  pertaining  to  him  or  her.  In  either  mstance, 
as  proof  of  identity,  the  requestor  must  present  either  a  current 
DCA  identification  badge  or  a  driver’s  bceiue. 

Racerd  aecam  nraeadnrea:  Contact  the  Chief,  Supnly  and  Services 
Diviaion.  Code  z30.  Headquarters.  DCA.  The  offiKial  mailing  ad¬ 
dresses  arc  in  the  Department  of  Defense  Directory  in  the  i^ppendix 
to  the  Defense  Communication*  Agency’s  systems  notice  and 
should  be  referenced  by  the  requestor. 

Csnliitkag  record  precodnrea:  The  Agency’s  rales  for  access  to 
record*  ana  for  contesting  contents  and  appeafing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Names  and  other  personnel  information 
on  thoae  individuals  m  the  system  arc  olAained/gatheted  from 
authorized  and  approved  travel  order*  issued  to  the  mdividiial  con¬ 
cerned. 

Syateaa  exeniptod  (roni  certafa  provisions  of  the  act:  NONE 
K14«.tl 

System  name:  Personnel  Security  Investigative  Dossier  File  (PSIDF) 

System  location:  Office  of  the  Chief,  Security  Division,  Code  240, 
Headquarter*.  Defense  Communications  Agency  (DCA).  Droentral- 
ized  Segment  -  Security  Branch.  Defense  Communications  En¬ 
gineering  Center,  Code  R121. 

Categortea  of  fadlvldnals  covered  by  the  eyatem:  This  file  includes 
individual  personnel  security  investiutive  dossiers  on:  U.S.  military 
personnel  who  have  been  selected  for  assignment  to,  are  now,  or 
have  been  assigned  to  the  DCA;  U.S.  Oovenunent  dviian  person¬ 
nel  who  are  bemg  processed  for  empfayment,  are  now  or  have  been 
employed  by  the  DCA;  U.S.  miitaiy  or  civilian  personnel  who  are 
being  processed  for,  or  have  been  graatod,  acoess  to  sensitive  com- 
partmented  information  (SCI)  by  the  DCAat  the  requeal  of  their 
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parent  otiaauatioB:  Bdntiial  anployees  who  are  perfonnini,  ax* 
pect  to  p^om,  or  havt  pofforaed  datiea  uder  DCA  SCI  oog- 
nizance  aa  a  rendi  of  a  U^.  Ooveraaent  contract:  or  peraonael 
who  are  or  have  been,  affiliated  wMi  the  DCA. 

Catogariti  el  roeardn  In  the  ayalni:  Pie  containa  individual  per¬ 
sonnel  aectti^  investigative  dossiers.  Individual  dossiers  may  con- 
tam  submissions  by  the  individual  such  as  Statement  Personal 
History/personnel  secuiity  questionnaire,  appropriate  release  state¬ 
ments  and  related  permal  documentation,  ie.,  educational 
diplomas,  marriage  and  divorce  records,  etc.;  information  obtained 
as  a  result  of  a  National  Agency  Ckeck,  investigative  action  aa^or 
volunteer  sources.  Information  may  consist  of  acquisitions  from 
listed  or  developed  character  references,  co-workers,  supervisors, 
present  and  past  employers,  financial  or  trade  institutions,  credit 
bureaus,  personnel  of  the  legal,  medical,  educational  or  reh^ous 
precessions,  educational  institutions,  present  and  former  neighbors, 
courts.  U.S.  federal,  state  or  local  agencies  and  departments; 
foreign  hw  agencies,  private  investigative  sources,  active  and 
retired  U.S.  military  or  dviian  personnd  records,  interview  of  the 
individnal,  his  spMse.  relatives  or  associates,  fingerprint  identifica- 
tioo  check.  This  information  normal^  covers  die  period  of  the  in- 
dividoal’s  life  for  a  fifteen  year  peiM  immedia^  preceding  the 
faivestigation  or  from  the  date  <C  his  eighteenth  birt^y.  However, 
if  der^tory  information  is  developed  or  if  the  indi^ual  1ms  a 
long  tonure  of  U.S.  Government  service>.J^  file  giay  cover  a 
greater  period  ot  time;  informatioo  on  the  individual’s  •fxwse.  rela¬ 
tives  or  associates;  correspondence  between  the  mmvidual  and 
DCA  or  other  U.S.  Ooveinment  activity  orcconespoodence  related 
to  the  individud  between  his  employer,  organizaticMi  of  assignment 
mid  DCA  (Code  240)ijr  other  IJ.&  Government  activity;  correspon¬ 
dence  related  to  Nationd  Agency  Checks,  investigations,  evalua- 
tioos,  clearance  or  special  accesses  for  the  individoal;  certificates 
of  clearance,  seciufiy  determination  or  >pocU  access  authoriza- 
tions  and  terminations  thereof;  content,  adjudicative  and  clearance 
action  sheets;  certificatea  of  release  or  review  of  personnel  secu^ 
investigative  dossiers;  results  of  review  of  personnel  and/or  medical 
files;  ^tographic  likeness  wMi  identifyins  data  such  as  name. 

Antharlty  far  mahtenancr  of  the  eyataai:  Executive  Order  104S0, 
as  amended. 

lautlai  aaes  of  reeorda  malntahud  in  the  mtens,  Indudlng  caloge- 
rlss  if  users  and  the  porpoaas  of  such  oasm  uformation  is  collected 
and  used  for  the  purposes  at  determining  the  suttabOity.  ehgibflity 
or  qualification  of  pemnnel  previously  d^ined  for  assignment,  em¬ 
ployment  or  qualification  for  access  to  various  leveb  of  U.S. 
Government  classified  and  sensitive  compartmented  informatioo 
and  to  certify  clearances  and  accesses  as  required. 

Counterintelligence  and  Security  Division  (DIA):  The  personnel 
security  investigative  dossier  for  each  individnal  previously  defined 
srho  hu,  or  had,  a  valid  requirement  for  access  to  compmtmented 
intdiigence  information  is  reviewed  to  determine,  for  the  respoi^ 
bk  United  states  Intelligence  Board  Member,  die  individual’s  eligi¬ 
bility  for  such  access. 

Any  component  or  official  (d  the  U.S.  Government  having 
estaMisbed  a  need-to-know:  Used  as  a  basis  for  gaining  access  to 
classified  information  upon  reassignment  emidoyment,  etc.. 

Also  released  to  law  enforcement  and  investi^t^  authorities  of 
the  U.S.  Government  for  conduct  of  official  investigations 

PoHdas  and  practices  far  atorlag,  retrievlBg,  accessing,  retaInhVt 
and  dlspaalBg  ef  records  to  the  eyalem: 

Storage;  Paper  records.  Microfiche,  in  ffle  folders;  ADP  cards  or 
magnetic  tapes. 

Rctrlevablllty:  Information  is  retrieved  by  the  individual’s  name. 

Salcgaards:  Building  employs  security  gu^s.  Records  are  main- 
tained  in  areas  accessiMe  o^y  by  authorized  personnel  that  are 
properly  cleared  and  trained.  Records,  during  non-duty  hours,  are 
admtionaly  protected  by  storage  in  locked  electrical  Qi^  cabinets. 

Rctontlea  and  dlreonl:  Individual  records  are  maintained 
tile  date  <d  initial  nomination  for  assignment,  employment  or  affiha- 
tioB  erith  the  DCA  until  at  least  <Mie  year  but  not  more  than  tiro 
years,  following  his  departure.  Individual  records  which  contain  in- 
formation  upon  which  an  adverse  determination  was  based  are 
maintained  permanently. 

Rytosm  asauagarto)  aad  aiirsas;  ChM,  Security  Diviaioa,  Code 
240,  Headquarters,  DCA.  Decentralized  Segment  •  Chief,  SecuriiQr 
BiBMch.  Defease  Commuaicntioiis  SMineeiing  Center,  Code  R121. 
IKO  Wiehle  Avcaas,  Reeioo.  VA  22O40. 


NetiRcatien  pfeeadarai  Requeata  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Diviaioa,  Code  240,  Headquarters.  DCA. 
The  fun  name  of  the  requesting  individual  wiD  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The 
uester  asay  visit  the  Security  Division.  Code  240,  Headquarters, 
A,  to  obtain  information  on  whether  the  system  contains 
records  pertaining  to  him  or  her.  As  pioof  oi  identity  the  requester 
must  present  a  current  DCA  identification  badge  or  a  driver’s 
license.  For  the  Decentralized  Segment  requests  should  be  ad¬ 
dressed  to  -  Chief.  Security  Branch,  Defense  Communications  En¬ 
gineering  Center,  Code  R121,  1860  Wiehle  Avenue,  Reston,  VA 

Record  aceces  procedures:  Contact  the  Chief,  Security  Division, 
Code  240,  Headquarters.  DCA.  The  official  mailing  addresses  are 
in  tte  Department  of  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency’s  system  notice  and  should  be 
referenced  by  the  requester. 

CoateJttog  roeord  procedures:  The  Agency’s  rules  for  access  to 
records  aiM  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individua]  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  aourec  catMorles:  Information  is  placed  into  the  system 
by  the  SYSMANAGER  after  an  individual  ^s  been  nominate  for 
assignment,  employment  or  affiliation  with  the  DCA  as  previously 
defined.  Information  may  be  obtained  from  the  individual’s  submis¬ 
sions,  listed  or  developed  character  references,  co-workers,  super¬ 
visors,  present  And  past  employers,  financial  or  trade  institutions, 
credit  bureaus,  personnd  of  the  legal,  medical,  educational  or  reh- 
gkms  prdessions,  educationd  institutions,  present  and  former 
ne^bors,  courts,  U.S.  federd,  state  or  locd  law  agen- 
deddepaitments,  active  and  retired  U.S.  military  or  civilian  person¬ 
nd  records,  interview  ot  the  individod,  his  spouse,  relatives  or  as¬ 
sociates,  any  component  ot  the  U.S.  (}overnment  having  an 
identifiable  record  on  the  individud  or  volunteer  sources. 

Systems  cicmptod  frem  esrtato  provWous  of  the  act:  Investigative 
records  crunpiM  solely  for  the  purpose  of  determining  suitability, 
eligibility,  or  qualifications  for  federd  civilian  employment,  military 
service,  or  access  to  classified  informatioo  are  exempt  to,  the  extent 
outlined  in  Subsection  (kK5)  of  the  Privacy  Act 

K248A3 

System  name:  Gearance  Card  File  for  Defense  Communications 
Agency  (DCA)  Personnd 

System  tocatton:  Office  of  the  Chief,  Security  Division,  Code  240, 
Headquarters,  Defense  Communications  A^cy.  Decentralized 
Segments:  Security  Branch,  Defense  Communications  Engineering 
Center,  Code  R12r.  Defense  Communications  Operations  Center, 
Allocations  and  Engineering  Division.  Code  N230. 

CaAsgortos  of  todtvidaab  eevered  by  the  system:  This  file  includes 
aD  DCA  personnd  requirit^  a  security  cleanmce.  Since  all  positions 
in  DCA  are  sensitive  requiring  at  least  a  Secret  clearance,  all  DCA 
militi^  and  civilian  personnel  wwld-wide  are  covered.  The  file 
dso  inchides  those  peinons  previously  assigned  to  or  employed  by 
DCA  since  1962. 

Categories  of  records  to  the  mtem:  The  (Hearance  Card  Ffle  is  an 
alphabetied  card  file  (S’  x  8  ,  DCA  Form  136)  of  all  personnel 
requiring  a  security  clearance,  listing  the  individud’s  name,  service 
or  soctai  security  account  number,  grade  or  rank,  job  title,  date  and 
place  ot  birth,  ^te  entered  on  duty  with  DCA.  and  date  departed 
IX^A  it  applicable.  The  file  dso  includes  the  (tote  requested,  date 
received,  and  indicated  results  of  each  check  within  the  National 
Agency  Check  (NAC),  and  for  Background  Investigation  (BI) 
requests.  Dates  interim  and  find  security  clearances  were  grante<) 
and  some  specid  accesses  are  indicated. 

Authority  tor  matotenance  of  the  system:  Executive  Order  104S0. 
as  amended.  Security  Requirements  for  Government  Employment, 
27  April  19S3. 

Routine  nsm  of  records  malntatood  to  the  «^m,  toclndlng  catego¬ 
ries  of  users  and  tho  pnrposcs  of  such  nscs:  Information  is  used  oy 
personnd  of  the  Security  Branch.  Code  240,  Headquarters,  DCA. 
as  a  ctmvenienoe  or  ready  reference  file  to  determine  the  security 
clearances  and  dates  of  issoe  for  personnd  assigned  to  or  emdoyml 
by  DCA  world-wide. 

Information  is  available  to  the  individud  and  to  DCA  supervisors 
ot  the  individnd  to  rooty  that  the  individod  has  the  necessary 
security  dennmees  for  attendance  at  meetings  and  confereacea 
where  ciasaiftod  taformatioa  is  discuased.  Ahm  naed  to  oartify 
aecnrity  dearancea  of  individnda  to  writing  or  tetophonkally  for  aa- 
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tendaaoc  at  chuified  conferencM  at  otfiar  U  J.  Oovemmeat  afea- 
det  aad  at  private  indaitry  omanizatioBa  haviaf  aa  induatrial 
clearance  and  feneraHy  engafed  in  claaaifled  contract  work  for 
DCA. 

Information  ia  disclosed  to  law  enforcement  or  investifatory 
authorities  for  investigatioB  and  poaaible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Polkfas  aad  nractkas  for  atorlat,  retrieving,  acccaalBg,  rctalniag, 
and  dlapoalng  of  records  ta  the  syataai: 

Storage:  This  is  a  manual  system  consisting  of  S'  x  8’  card 
records  maintained  in  two  rotary  fBe  cabinets. 

Rettfevability:  Information  is  retrieved  by  the  individual's  name. 

Safegnards:  Records  are  maintained  in  two  rotary  file  cabinets 
equipt^  with  key  locks.  The  file  cabinets  are  locked  during  non- 
duty  hours. 

Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  sccessible  only  to  authorized  personnel  who  are  properly 
screened,  their  duties  require  them  to  be  in  the  area  where  the 
records  are  kept 

Retention  and  disposal:  Records  have  been^naintained  since  l%2 
for  an  DCA  personnel  presently  or  previously  assimed  or  em¬ 
ployed.  Reccords  are  destroyed  when  no  longer  neederT 

System  maaager(s)  aad  address:  Chief,  Security  Division,  Code 
240,  Headquarters,  Defense  Communications  Agency.  Decentral¬ 
ized  Segment  •  C^f,  Security  Branch,  Defense  Communications 
Engineering  Center,  Code  R121,  1860  Wiehle  Avenue,  Reston,  VA 
22090. 

NotMcatloB  proeednro:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Division  Code  240,  Headquarters,  DCA. 
The  fuO  name  of  the  requesting  individual  wOl  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  hw.  As  proof  of 
identity,  the  requester  must  present  a  current  DCA  identrfication 
badge  or  driver's  license.  For  the  Decentralized  Segment  requests 
should  be  addressed  to  •  Chief,  Security  Branch,  Defense  Commu¬ 
nications  Engineering  Center,  Code  R121.  1860  Wiehle  Avenue, 
Reston.  VA  22090. 

Record  access  procedures:  Contact  the  Chief,  Security  Division, 
Code  240,  Headquarters.  Defense  Communications  Agency,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contcstfait  record  procednres:  The  Agency’s  rules  for  contesting 
contents  and  appealing  determinations  by  the  individual  may  be  ob¬ 
tained  from  the  SYSMANAOER. 

Record  source  categories:  Information  is  placed  into  the  record 
system  by  the  system  manager  after  an  individual  is  nominated  for 
assignment  to  or  employment  by  DCA.  Information  is  obtained 
from  Natioaal  Agency  Checks  which  may  include:  Federal  Bureau 
of  Investigation  (FBD,  Civil  Service  Commission  (CSC),  Depart¬ 
ment  of  State,  Central  Intelligence  Agency  (CLA),  Immignition  and 
Naturalization  Service  (IAN),  Defense  Intelligence  Agency  (DIA), 
Defense  investigative  Service  (DIS),  iavestigstiye  offices  tif  the 
military  Department  (Army,  Navy,  Air  Force),  ind  the  Credit  Bu¬ 
reau  Incorporated. 

Systems  exempted  from  certain  provisioBS  of  the  act:  NONE 
K240.04 

System  name:  Classified  Container  Information  on  Form  (DA  Form 
727) 

System  locatioa:  Office  of  the  Chief,  Physical  Security  Branch, 
Code  243,  Security  Division,  Headquarters.  Defense  Communica¬ 
tions  Agency  (DCA).  Decentralized  Segment  •  Defense  Communi¬ 
cations  Operations  Center,  Allocations  and  Engineering  Division, 
Code  N230. 

Categories  of  IndlvIdBals  covered  by  the  system:  Civilian  and  mili¬ 
tary  personnel  assigned  to  Headquarters,  DCA  and  collocated  field 
activities  who  have  been  designated  responsible  officials  of  a  clas¬ 
sified  container,  or  who  are  to  be  notified  if  the  container  is  found 
open  and  unattended. 

Categorise  el  records  la  the  system:  This  form  records  the  name, 
grade,  address  and  telephone  number  of  the  above  individuals. 

Authority  for  mafatenaBCc  of  the  system:  Executive  Order  104S0, 
us  amended. 

i  loutlBS  ases  of  records  mabtalaed  In  the  system,  IncludlBg  catego- 
■Isa  al  naan  and  tha  pnrpoaes  al  such  aaeai  Physical  Security 
Branch,  DCA  •  Record,  in  duplicate,  of  each  container  used  for 


storage  of  classified  material  and  identifies  individuals  who  have 
knowledge  of  the  combination. 

PoUries  and  practices  isr  storing,  retrieving,  aeceasiBg,  rctalniag, 
aad  ^Tp-ring  of  records  hs  the  system: 

Stor^:  The  original  copy  is  posted  on  the  outside  of  the  con¬ 
tainer  in  the  DCA  office  concent;  the  carbon  copy  is  attached  to 
the  outside  of  a  sealed  envelope  which  contains  a  smaller  envelope 
containing  the  classified  combination  and  is  stored  in  an  approved 
classified  container  in  the  Office  of  the  (Thief,  Physical  S^urity 
Branch.  Code  243,  Headquarters.  DCA. 

Rctricvabllity:  Filed  numericaOy  by  container  number. 

Safegnards:  Bufldmg  employs  security  guards.  Carbon  copy 
records  are  maintained  in  area  which  is  accessible  only  to 
authorized  personnel  who  are  properly  screened,  and  their  duties 
require  them  to  be  in  the  area  wnere  the  records  are  kept. 

Retenttou  and  disposal:  This  form  is  retained  only  as  long  as  the 
information  remains  accurate,  but  not  to  exceed  one  year,  at  which 
time  it  is  destroyed  bybuming.  The  original  copy  on  the  safe  is 
removed,  discarded  and  replac^  by  an  updated  copy. 

System  maaageris)  and  addrtm:  Chief,  Physical  Security  Branch, 
Code  243,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  EMvision,  name  of  staff  element.  Code 
240,  Headquarters,  DCA.  The  full  name  of  the  requesting  individual 
wOl  be  required  to  determine  if  the  system  contams  a  record  about 
him  or  her.  As  proof  of  identity,  the  requester  must  present  a  cur¬ 
rent  DCA  identification  badge  or  driver's  license. 

Record  aceern  procedures:  Contact  the  Chief,  Security  Division. 
Code  240,  Headquarters,  Defense  Communications  Agency,  for 
assistance.  The  mailing  address  is  listed  in  the  orpanizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  determmations  by  the  individual  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Record  source  categories:  Names  of  the  individuals  in  the  system 
are  submitted  on  the  form  which  is  completed  by  the  DCA  office 
concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K240.08 

System  name:  Security  Violation  Case  File 

System  location:  Office  of  the  Chief,  Physical  Security  Branch. 
Security  Division,  Code  243,  Headquarters,  Defense  Communica¬ 
tions  Agency  (DCA).  Decentralized  Segments  -  Security  Branch, 
Defense  Communications  Engineering  Center.  Code  R12I,  and 
Physical  Security  Branch.  Command  and  Control  Technical  Center 
(CCTC)  Code  C122. 

Categories  ol  tadhriduals  covered  by  the  system:  Civilian  and  mili¬ 
tary  personnel  assigned  to  Headquarters.  I>CA  and  collocated  field 
activities,  who  committed  or  contributed  to  a  security  violation  in¬ 
volving  classified  defense  information. 

'  Civilian  and  military  personnel  assigned  to  Headquarters,  DCA 
and  collocated  field  activities,  who  discovered  the  violation,  were 
witnesses  in  connection  with  the  violation,  or  were  interviewed  to 
determine  whether  they  were  involved. 

Civilian  contractors  under  contractural  obligation  to  the  DCA  and 
who  were  witnesses  in  connection  with  the  violation,  or  were  inter¬ 
viewed' to  determine  whether  they  were  involved. 

Any  individual  in  the  civilian  community,  government  employ, 
milit^  or  civilian,  who  reported  a  security  vi^tion.  or  who  could 
furnish  information  relative  to  the  violation,  or  who  may  have  been 
involved  in  the  violation. 

Catcporica  of  records  In  the  mtem:  This  file  contains  the  results 
of  an  mvestigation  involving  classified  defense  information  which 
has  been  compromised  or  subjected  to  compromise  through  loss, 
unauthorized  disclosure,  improper  handling  or  transmission,  or 
failure  to  safeguard.  It  contains  the  facta  and  circumstances  sur¬ 
rounding  the  violation,  the  personnel  involved,  the  finduigs,  affixes 
responsibility,  and  recommendations  for  remedial,  administrative  or 
disciplinary  actions. 

Authority  for  maintenance  of  the  system:  Executive  Order  104S0, 
as  amended. 

Routine  uses  of  records  malnlalacd  in  the  system,  InchidiM  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  ^urtty  Division, 
Headquarters,  DCA  •  This  file  which  consists  of  a  Report  of 
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Secofity  Viobtion.  and  m  lavettitatiM  Officer's  Report  of  In* 
vestiptioa.  is  esed  to  detomine  the  adequcy  of  the  BvestigMioB. 
a  leview  of  the  drcamstaaces  which  led  to  the  violatioB.  aad  a 
review  of  the  secvity  policies  and  procednrn  established  by  the 
DCA  and  the  office  concerned  wiUi  the  ain  of  inprovint  the 
prociMhires  to  prectode  farther  violatioas.  h  is  also  nsed.  when 
comproBuse  cannot  be  precladed.  to  notify  the  ongiDal  dassifica- 
boa  anthority  for  the  specific  dassifkatoa  involved,  aad  to  reqaest 
an  impact  statement  on  national  secar^,  and  whether  the  infonuh 
bon  can  be  dow^rsded  or  declassified.  A  copy  may  also  be 
furnished  to  an  appropriate  mflitary  service  or  tovemaent  afsacy 
involved  in  proaeortioo  proceedags. 

PeHdes  and  araetka  Isr  atottog,  letrfcvtog,  aeccaaing,  letalalBg, 
and  dipoaing  el  leeards  la  the  lyalsa: 

aiirage;  The  correspondence  is  stored  in  case  folders  aad 
secured  in  a  safe. 

RsbtuahOlty;  Each  case  fblder  is  fifed  in  aaaernd  seqaeaoc  by 
calendar  year  and  cross-referenced  to  an  index  sheet  ooataiaing 
case  atimber,  code,  date  of  violation  and  aame(s)  of  individtials  ia- 
•eelved. 

SslagBards:  Buildag  employs  security  guards.  Records  are  maht- 
tained  in  area  which  is  accessible  only  to  authorixed  personnel  who 
are  properiy  screened,  aad  their  dnbes  require  them  to  be  in  the 
area  whm  the  records  are  kept 

Raanilan  and  dhpasri:  Caro  Oes  that  preclude  compromise  are 
coaswiered  administrative  and  destroyed  upon  departare  of  tRc  in- 
dividasi 

Case  fies  that  reflect  compromise  are  retained  for  two  years 
then  retired  to  die  Federal  Records  Center  forcun  additional  eight 
years,  then  destroyed. 

fcslsa  asanageits)  and  address:  Chief.  Physical  Seenrity  Branch. 
Code  243,  Hesdqoaiterr.  DCA<  Beoentralized  Segments  -  Chief, 
Seouity  Branch,  Defense  Commonkabons  Engineering  Center, 
IMO  Wiehle  Avenue,  Rbstdb,  VA  22090,  and  Chief.  Security 
Branch.  CCTC,  Code  C122.  Washi^Mi,  D.  C.  20301. 

NodBcabon  precedurst  Requests  froa  individoals  should  be  ad¬ 
dressed  to  Chia,  Security  Division,  Code  240,  Headquarters,  DCA. 
The  fuB  name  of  the  requesting  adhudual  wfll  be  required  to  deter¬ 
mine  if  die  system  contains  a  record  about  him  or  hm.  As  proof  of 
identity,  the  reque^  must  present  a  current  DCA  ideabficatioo 
bai^  or  driver's  license.  For  the  Decentralized  Segmenu  requests 
should  be  addressed  to  •  Chief,  Securi^  Branch.  Ddense  Conunn- 
nicaboiu  Engmeering  Center,  IS60  Wiehle  Avenue,  Reston,  VA 
22KO  or  Chief.  Physical  Seonity  Branch.  Command  and  Control 
Technical  Center  ,  code  C122,  Washington.  D.  C.  20301. 

Reesrd  aeeca  arecedurer  Contact  the  Chief,  Security  Division, 
Code  240,  Headquarters,  Defense  CommonicalsoBs  Agency,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  (rf  the  Defense  Communicatioos  Agency  puMahed  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Cantssttig  record  prsesdureK  The  Agency's  rules  for  contesting 
contenu  and  appealmg  determinations  by  the  individual  aay  be  ob 
tamed  from  the  SYSMANAOER. 

Record  source  categories:  Information  developed  by  the  b- 
vesbgabng  Officer  mvesbgabng  the  violation  incades.  interviews 
sritb  the  individuaKs)  involved  in  ttie  violation;  sritnesses  to  or  hav¬ 
ing  knowledge  of  the  viofebon:  co-srorkers  and  supervisor,  it  aay 
indnde  sworn  statemeats.  depositiDlis.  photographs  or  sketches  of 
the  area  or  equipmeiit  involved  in  die  viobtion;  office  security 
procedures  or  mstruebons;  and.  ta  some  cases,  a  copy  <rf  the  das- 
sified  document  avolved. 

Systems  exempted  boa  certab  previstons  of  the  act:  NONE 

System  naoM:  Employee-Management  Rebbons  and  Services  Pies 

Systca  lecatfoa:  Primary  System  -  Civflian  Personnel  Division, 
Code  720;  Office  of  the  Assistaat  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  b  the  Washington, 
DC.  metropolitan  area. 

CaSegorIci  el  todtriduab  covered  hy  the  syateat  DCA  civilian  eas- 
ployees  a  the  Wsshmgton  Metropobtan  Area  srho  have  a  require- 
meat  for  the  enqiloyee-management  service  except  the  grievance 
fife  srhich  m  appheaM  to  aO  DCA  civilian  employees. 

Catsgarim  el  rseseds  b  the  eyatea:  Blood  donor  program  records, 
grirvaace  Se  containing  aD  documents  lealted  to  a  grievance. 


reconsideration  file  cnwtainhn  aB  documents  rebtinx  to  a  negative 
determinatioB  of  wttm-grade  aabry  increase  and  m  reqaest  for 
reconsideration  of  the  detormination.  DCA  Form  169,  Exit  Inter¬ 
view 

Aatherlri  fsr  mabteaaace  ef  the  nstem:  Federal  Personnel 
Manual,  Supplemeat  990-1,  Book  m.  ral  531,  Section  S3I.407 
Work  of  an  Acctmtable  Level  of  Competence.  Part  771,  Employee 
Orievances.  Ibrt  7lS.  Subpart  B.  Voluntary  Separations 

Routine  uses  af  rseerds  asabtabed  b  the  system,  betadbu  catego¬ 
ries  of  users  and  the  para  sees  ef  such  usee:  Used  by  the  Chr&n  Per¬ 
sonnel  Office  staffs  and  supervisors  of  employees  to  process  and 
record  actions  pertinent  to  employee-managmnent  rebbons  and  ser¬ 
vices. 

Used  by  the  Director/Vice  Director  and  heads  of  major  staff  ele- 
asenu  DCA  Headquarters  and  Commanders  of  DCA  field  activities 
b  the  Washbgtoa  Metropolitan  Area  to  render  decisions  coacern- 
i^  mdividoal  employees  and  as  a  baaa  for  future  aanagemeni  ac¬ 
tion. 

Used  by  Depwtment  of  Defense  and  Civil  Service  Commissbn 
inspectors  to  renew  records  for  compliance  with  applicable  Federal 
Personnel  Manual  policies. 

Used  by  the  Chw  Service  Coinmissioa  to  review  ^ncy  records 
concerning  grievances  and  negative  determbabons  of  arithb-grade 
aabry  increase. 

FeBdm  and  practices  br  atorbg,  rstricvbg,  acecasbg,  retaining, 

and  dbpeabg  ef  rseerds  b  the  ayabm: 

Storage:  Paper  records  stored  b  file  folders  and  card  filet. 

RctrbvMdlity:  Information  b  retrieved  by  name. 

Safegaards*  BuMbg  employs  seenrity  guards.  Records  are  main¬ 
tained  by  operating  offiebb  b  area  accessble  only  to  authorized 
penonnd  who  are  properiy  screened  and  cleared  and  svhose  duties 
require  Oiem  to  bea  the  area  where  records  are  aMuntained.  Files 
are  locked  b  secure  fife  cabbett  durbs  non-duty  hours. 

Rctcntian  and  dhpasal:  Records  are  not  permanent.  They  are 
retained  for  two  years  and  subsequently  destroyed  except  for  blood 
donor  records  iriiich  are  retained  untB  the  employee  termbates 
his/her  employment  srith  DCA  and  subsequently  destroyed. 

gysfem  amnagarfs)  and  addrsaa  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personad,  Code  700,  Headquarters, 
DCA 

Decentralized  Segments  •  Directors  of  DCA  field  activities  b  the 
Washington.  DC.  metropolitan  area. 

NedBcadan  prscsdursi  Information  may  be  obtabed  from: 

Primanr  System  -  Office  of  the  Aaabtaat  to  the  Director  for  Per¬ 
sonnel.  rtvflwn  Personnel  Divbioo,  Code  720.  Headquarters,  DCA 

Decentralized  Segmentt  •  CivBbn  Personnel  Ofnires  of  the  ap- 
proprbte  DCA  fiela  activity  b  the  Washington,  DC,  metropohUn 
area. 

The  fbD  name  of  the  requesting  individual  wS  be  reauired  to 
determine  if  the  system  contabs  a  record  about  him  or  ner.  The 
requestor  may  vbR  the  applicabfe  dvilisn  personnel  office  to  obtab 
faformation  on  whether  &  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  reouestor  must  present  eitbm  a 
current  DCA  idratification  bad^  or  a  oriver's  license. 

Record  accem  proesdurcs:  Primary  System  •  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Pmormel,  Civilian  Personnel  Divi- 
sbn.  Code  720  Headquarters,  DCA 

Decentralized  Segments  •  Contact  the  Civilian  Personnel  Office 
at  the  approprbte  DCA  field  activity  b  the  Washington,  DC, 
metropobtaa  area. 

The  official  maffing  addresses  are  b  the  Department  of  Defense 
Directory  b  the  appendn  to  tia  Defense  Communications  Agen¬ 
cy's  systems  notice  and  shoidd  be  referenced  by  the  requestor. 

riiaiisihii  rsesrd  prreeduws;  The  Agency's  rules  for  acceu  to 
records  and  for  contesting  conlentt  and  appealbu  initial  determina¬ 
tions  by  the  bdividnal  ooncened  may  be  obtabed  from  the 
SYSMANAOER 

Record  saurcc  categartea:  Official  personnel  folder,  tatfividnal  em¬ 
ployees,  employee  representatives,  supervisors  of  employees, 
civflian  personnel  staff,  hearing  exambers  rtgraib  and  other  lafwtts 
ol  bversiigation,  sbtements  of  wRnesaes  and  aanagNMal 
representatives. 

Systcaa  exemptsd  hram  esrtab  prevUsas  at  the  acts  NONB 

KTMun 

System  aamar  Civflbn  Awards  Program  Ffla 
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Sjfllia  tecattoa:  Primary  System  •  Civflfam  Penoand  Diviakm« 
Cote  720;  Office  ot  the  Assiatant  to  the  Director  for  PeraoBoel. 
Headqu*tf*t*<  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  •  DCA  field  activitiea. 

Cmsgsrise  el  MhrMwte  covered  hy  the  ayilsa:  DCA  dvilian  wn- 
ployees  who  merit  special  recognitioo  for  i^ormaiicc  either  wMim 
or  outside  the  employee's  job  responsibilitiea  and  lenctt  of  service 
to  the  Government.  Suggestions  from  civilian  and  mutary  person* 
nd  assigned  to  Defense  Communications  Agency,  Depai^eiri  of 
Defense  and  other  government  agencies. 

Categortea  of  records  In  the  sysleai:  Pie  contains  cc^ies  of 
minutes  of  DCA  Awards  Board  meetmgs,  action  by  approving  ofB* 
ciab.  record  of  individuab  receiving  awards.  DCA  Form  89,  Ser¬ 
vice  Award  Work  Sheet  and  Record,  suggestions  and  report  of 
evaluation  of  suggestions,  and  related  correspondence. 

Anthorto  far  matalenanee  el  the  msesat  Federal  Personnel 
Manual,  Chuters  430  Performance  Evaluation,  430  Incentive 
Aumrds,  331  ray  Under  the  General  Schedule 

Department  of  Defense  Directive  3120.13  Departoent  of  Defense 
Incentive  Awards  Program;  Assignment  of  renwnsibility. 

Department  of  Defense  Instruction  3120.16,  Department  of 
Defense  Incentive  Awards  Program:  Policies  and  Standards 

Routine  ease  el  records  msMtainsd  In  the  waliM,  Mriudlnn  caSsfa- 
rlss  of  ussrs  and  the  purpsess  of  such  asaei  Used  by  the  dvffian  per¬ 
sonnel  office  staff  to  process  and  record  actions  for  indhidiialB 
who  merit  special  recognitions. 

Used  by  suggestiob  evahiaton  in  the  Defense  Communications 
Agency,  Department  of  Defenae  and  other  government  agencies  to 
recommend  adoptioo  or  non-adoptioo  of  soaestions. 

Used  by  the  Dmartmeat  of  Defenae  anoCivl  Service  Commis¬ 
sion  to  process  and  approve  nominatioiis  for  awards. 

Used  by  DCA  Awards  Boards  to  review  nomioatioos  for  awards 
and  recommend  approval/disapproval  to  the  Director,  DCA. 

Used  by  the  Director  DCA  to  approve/disapprove  recommenda¬ 
tion  for  awards. 


PaUcies  and  nractkcs 

and  dispoakag  el  recerds  I 


!  recerds  la  the  qrslaau 

Steragsi  Paper  records  in  file  folders. 

RctrlevahHlty:  Information  is  accessed  and  retrieved  by  name  and 
type  of  award. 

Ssisguardei  BuiUing  employs  security  guards.  Records  are  main¬ 
tained  in  ffle  cabinets  with  a  combinatioo  lock  and  are  accessible 
onN  to  authorized  personnel  who  are  properly  screened  and  cleared 
and  whose  duties  require  them  to  be  in  me  area  where  records  are 
maintained. 

Rslantlen  and  dInMaali  Records  are  not  permanent  They  are 
retained  in  active  me  for  two  calendar  years  and  subsequently 
destroyed  except  for  minutes  oi  Awards  Boards  which  are  retained 
for  five  years  and  subsequently  destroyed. 

System  managarfa)  and  address:  Primary  System  •  Otfice  of  the 
Asimtant  to  the  Dbtctot  for  Personnel,  Code  700,  Headquarters, 
DCA 

Decentralized  Segments  -  Directors,  Commanders  and  Chiefs  of 
DCA  field  activities. 

Notification  procedure:  Information  may  be  obtained  fiom: 

Priman  System  -Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  civi^  Personnel  Division,  Cote  720,  Headquarters,  DCA 

Decentralized  Segmenu  -  Directors,  Commanders  and  Chiefs  of 
DCA  field  activities. 

The  fun  name  of  the  requesting  individual  will  be  reouired  to 
determine  if  the  system  contams  a  record  about  him  or  her.  The 
^uestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  toe  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  reouestor  must  present  eithm  a 
current  DCA  identifkation  badge  or  a  driver’s  license. 

Record  acccm  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  die  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Cote  720,  Headquarters.  DCA. 

Decentralized  Segments  -  Contact  the  Director,  Commander  or 
CMef  of  the  apprc^riate  DCA  field  activity. 

The  official  maining  addresses  are  in  die  Department  of  Defense 
Directory  in  the  appendix  to  the  Defenae  Communications  Agen¬ 
cy's  systems  notice  and  should  be  referenced  by  the  requestor. 

Coetesdng  record  precadursR  The  Agency’s  tnlea  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina- 
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by  the  indhridual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  eeurcs  caisgarlMi  Official  Personnel  Polder,  supervisors 
of  employees,  individuab  submitt^  suggestions,  evaluators  of  sag- 
gestiotts,  DCA  Aerards  Boards,  dvuiaa  personnd  office  staff, 
partment  of  Defense,  Chrl  Service  Comnussion. 

Syatans  excmptsd  flreai  certain  previslous  el  the  act:  NONE 
R7MJ3 

System  name:  Personnel  Management  Information  System 
(PERMIS) 

System  location:  Primary  System  -  Office  of  the  Assistant  to  the 
Director  for  Personnel,  code  700,  Headquarters  (HQ),  Defense 
Communications  Agency  (DCA); 

Decentralized  Segmenta  -  DCA  Field  Activities. 

Catsgertm  el  Indlvldmds  cawed  hy  ths  system:  AO  civilian  and 
ngby^personnel  currently  or  fonneriy  employed  by  or  assigned  to 

Cabporbs  el  records  M  the  system:  System  contams  personal  in¬ 
formation  in  several  categories:  biographical  data  (Name,  SSAN, 
Sex,  Minority  Group  Indicator,  Birth  Date,  Marital  Status,  Number 
of  Dependents.  Number  <d  Dependents  Overseas,  Sex  of  Depen¬ 
dents,  Dependent  Birth  Date,  Otizenship.  Former  Citizenship.  Per¬ 
sonal  Utie.  blood  type,  RH  Factor,  date  of  last  Mood  donation, 
Quantity  of  Mood  tenated  to  date);  DcA  employnient(DCA  Start 
Date,  Recruitment  Source,  DCA  Sovice  Computation  Date,  Geo- 
mraphic  Location,  SnbmRting  Office  Number,  DCA  Area.  Office 
Code,  Bate  Number,  Salary,  tewintment  Type,  Work  Schedule, 
Pay  Plan,  Grade,  Step,  Date  of  Cfrm,  Pay  Determinant,  Pay  Basis, 
Date  of  Last  WithirFOrate,  Highest  Previous  Grade,  Special  Pro¬ 
gram  Identifier,  Competitive  Levd,  Tenure-Excepted,  ReeiMioy- 
ment  Righb,  Apportionment  Code,  Mettmolhan  Area  Code, 
Security  Clearance  Levd,  Reemidot^  Empfoyee  Code,  Retired 
Miitary  Service  and  Component,  Date  of  MQitaty  Retirement, 
Retirement  Rank,  Retirement  LoMtion,  Retired  Mmtary  Starting 
Ovfliaa  Grate,  Retired  Military  Starting  Civilian  Position,  Retired 
Mflitary  Starting  Civilian  Area,  Reserve  Status,  Reserve  Service, 
Reserve  Rank,  Reserve  Title,  Reserve  Job  Code,  Reserve  DCA 
Skin  Cote,  Reserve  Expected  Separation  Date,  Mobilization  Code, 
Position  Code,  Position  Deacifation  Number.  DCA  Skill  Code.  Job 
Tilte,  Career  Field,  CiviiBa  Job  Code,  Function  Cote  for  Scientisu 
and  Enmneers,  Rotation  Dale,  Not-to-Exceed  Cote,  Not-to-Exceed 
Date,  Niitnre  of  Action  Code,  Nature  of  Action  Date,  Performance 
Ratn^  Date,  Performance  Rating  Code,  SupervisOT  Code,  Trainee 
Code,  Reason  for  Departure  Cote.  Agency  to  Which  Leave  Record 
Sent,  Dale  Leave  Record  Sent,  Agracy  to  Which  Personnel  File 
Sent,  Job  Oppoitnntty  Announcement  Number,  Milit^  Requisition 
Number,  Securiw  Investigation  Date);  military  service  irdormation 
(Date  Entered  Mflitary  Service,  Service  Component,  Branch  at  Ser¬ 
vice,  Date  of  Commissioni  Eu>ected  Separation  Date,  Primary  Job 
Code,  Secondary  Job  Code,  Tertiary  J<n>  Cote.  Added  Job  Cote. 
Source  of  Commisaion,  Permanent  Grate,  Date  of  Permanent 
Grade,  Special  Qualifications  Cote,  Spedal  Career  Program. 
GenerM  Test  Score,  Date  of  Profidaigr  Test,  Proficiency  Pay, 
Date  of  Last  Physical,  Date  ci  Last  Flioto.  Military  Education 
LeveL  Mflitary  School  Attended,  Date  Attended  Militan  School, 
Rating  Officiail,  Military  Performance  Rstitm.  Milittuy  Job  Code, 
Temporary  Grate,  Office  Assignment  ai  Mmtary  Rater,  IndrNrsing 
Official,  Office  Assignment  of  Military  Indorser,  MOS  Prefix. 
MOS  Suffix);  civilian  federal  employment  (Service  Computation 
Date,  Date  Entered  Federal  Service.  Veterans  Preference.  Reduc¬ 
tion  In  Force  Code,  Tenure  Group.  Probation  Start  Date,  Career 
Start  Date,  Leave  Category,  Handicap  Code,  Position  Occupied 
Code);  education  (Education  Level,  Umversity  Attended,  Academic 
Speciality.  Year  at  Dagna,  Education  Notes);  experience  informa¬ 
tion  (Previous  Employer,  Previous  Job  Tide.  Previous  DCA  SkiD 
Code,  To-From  Dates  of  Previous  Employment);  training  and 
career  appraisab  (Type  at  Training,  Purpose  of  Training,  Source  of 
Trairte,  Training  Facility,  Course  Number.  Course  Nanre,  On 
Duty  'fndning  Hours,  Off  Duty  Training  Hours,  Direct  Training 
Cosb,  Indirect  Training  Costs.  Date  at  Training,  Training  Status, 
Training  Sponsor.  Special  Interest  Training,  Denee  Program 
School,  TyjM  of  DegTM  Program,  Academic  Spedamy  of  Degree 
Prcmram,  Credib  Remaining  for  Degree);  (Date  of  Career  Ap- 
praisaL  Date  of  Career  Traming,  C<»tyetence  Rating,  Quality  of 
Work  Rating,  Written  Work  Rating,  Oral  Bxpreasion  Rating, 
Cooperation  Ratiim,  Stability  Rating,  Siq>erviaion  Rating,  Career 
Development  Job  fide.  Career  Devdomnent  Rotation  Area,  Career 
Development  Rotation  Office,  Career  Development  Rotation  Other, 
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OfPAtTMiNT  or  OCFCNSi 


A«ency);  award*  and  recogaitioa  (Type  of  Award,  Dale  of  Award. 
Amount  of  Award,  Tangible  Award.  IntangMe  Award);  banefha 
(Federal  Employee*  Group  Life  hwurance  Coverage;  Federal  Em¬ 
ployee*  Heahb  Benefitt  Plan,  Federal  Emptoyee*  Health  Beaefiu 
Canier,  Retirement  Sy*tem);  pubhcatioa*  (Tide.  Related  DCA  Skill 
Code,  I^te  of  PuMcation,  Place  of  Publicatioa,  Tide  of  Peiiodi- 
caD;  profeasional  aociede*  (Nae  ot  Society,  Office*  Held  in 
So^ty,  To-From  Membersh^  Date);  union  afniiation  (Name  of 
Union,  Union  Office  Held,  To-From  Membership  Date);  locator  in¬ 
formation  (Home  Pbonc  Number.  Office  Phone  Number,  OCA 
Building  Number,  Room  Number). 

Aathorlt)  fer  maintenance  ef  the  ayalcm:  10  U.S.  Code  133(b). 

RentMe  naea  *f  record*  maintained  in  the  ayatem.  tecIndlM  calego- 
rfea  ml  aaer*  and  the  pnrpooca  ml  each  naea:  DCA  and  DCA  Field  Ac- 
dvitie*  -  collect  and  maintain  personal  data  for  internal  management 
purpose*  and  to  meet  externa)  report  requiremenu.  Data  i*  used  by 
the  Director,  DCA  and  those  DCA  official*  to  whom  the  Director 
ha*  delegated  authority  to  command,  organize,  direct,  and  manage 
the  DCA  and  DCA  Field  Activide*. 

Civfl  Service  Commission  and  Department  of  Defense  -  data  is 
used  for  statistical  and  by  name  report*. 

FoHcka  and  practice*  for  storing,  retrieving,  acccaring,  ratalahig, 
and  diqioaiag  of  record*  in  the  syalea: 

Slacagc:  Computer  magnetic  tapes/disks/dnim*  and/or  punched 
card*. 

RctiirvabOhy:  Retrieved  by  SSAN  or  random  access. 

Salcgnards:  System  is  in  area*  accessible  only  to  authorized 
aonnel  who  are  properly  screened,  cleared  arid  trained.  Budding 
employ*  security  guard*  to  contr^  access.  Computer  software 
restricts  access  by  use  of  a  series  of  passwords  and  levels  of 
security  codes  for  each  data  element. 

Bsisaiian  and  dfsposal:  Records  ate  permanenL  They  are  retained 
hi  the  active  system  during  the  individuals  employmentyassignaieat 
lo  DCA.  Upon  departure  from  DCA,  individual  records  are  trans¬ 
ferred  to  a  history  file  within  DCA. 

Systaai  manager(s)  and  addrass;  Chief,  Plans  and  Analysts  Divi- 
saon.  Code  730,  Office  of  the  Assistant  to  the  Director  for  Person- 
ad,  Hq  DCA. 

NedBcatlen  proeednte:  Personnel  currently  assigned  to/eiwloyed 
by  Heateuarters  DCA  or  personnel  formerly  ass^ned  to  DCA  and 
DCA  Field  Activitie*  may  obtain  infonnation  from; 

Assistant  to  the  Director  for  Personnel 
Defense  Communications  Agency 
8lh  A  S.  Courthouse  Road 
Arlington.  Va.  22204 

Penonnei  currently  assigned  to/employed  by  DCA  Reid  Activi¬ 
ties  may  obtain  information  by  contactmg  the  Commander  of  their 
omnization. 

For  personal  visits,  requests  for  informatioo  concerning  an  in- 
dividnal  must  contain  name  and  SSAN.  Proof  of  identity  is  either 
an  enqdoyee  ID  card  or  driver’s  license. 

leeotd  access  prooadnres:  Contact  the  Assistant  to  die  Director 
for  Pmonnel  for  mfmrmation  conceniing  access  to  individiial 
records.  The  official  mailing  address  is  in  the  Department  of 
Defense  directory  in  the  apendix  to  the  DCA  systems  notice. 

Cenlesting  raeard  proeednres:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individnal  concerned  may  be  obtained  from  the 
SYSMANAGER. 

■aeord  sanrcc  eatcgerles:  Information  in  die  system  is  obtained 
from  the  individnal  either  verbally  or  in  writing  and  from  source 
documents  found  in  individual  Official  Personnd  Folders/Files  or 
submitted  by  employee  supervisors,  personnel  office  employees, 
EEO  officinls,  and  security  office  emiMoyees. 

Systems  eiempted  from  eertain  provisions  eC  the  act:  NONE 
ETBtjtSS 

Sysism  naare:  602-11  Active  Application  Files  (Applicant  Supply 
Files) 

Svetim  laeatlon:  Primary  System  •  Civilian  Personnel  Division. 
Code  720;  Office  of  the  Assktant  lo  the  Director  for  PersooneL 
Headquarters.  Defense  Commuiucationa  Agency  (DCA) 

Decentralized  SegmenU  •  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Gnlapslm  of  tndMdnals  eaverad  by  the  avatam:  AppHcaats  for 
erngjoyment  whh  OCA  orgaoizatioos  in  the  Washhiitoa 


Metropolitan  Area  for  positions  which  the  organizations  have 
beenauthorized  by  the  Ctvd  Service  Commission  to  make  tempora¬ 
ry  or  term  appointments  outside  Civil  Service  Commission  re¬ 
gisters. 

Categerte*  of  records  in  the  systcai:  File  contains  copies  of  Stan¬ 
dard  Form  170.  Application  for  Federal  Employment.  Standard 
Form  171,  Personal  Qualifications  Sutement,  Standard  Form  172 
Supplemental  Experience  and  Qualifications  Statement,  Qu^ka- 
tions  evaluations  of  the  applicants,  positions  for  wluch  appUcation 
is  made,  opening  date  for  acceptance  of  appheatioos  and  date  that 
recruitment  (or  the  positioo  la  closed,  priority  groupings,  alphabetk 
index  of  applications  on  file,  index  to  the  eligible  appikants  by  oc¬ 
cupational  area,  priority  group  and  grade,  name  of  individual 
selected  and  date  of  selection  for  appointment,  quahficatiooa  stan¬ 
dard  used,  wntten  record  of  the  positive  efforts  made  to  recruit 
preference  ehgibles  for  any  ^tpomtment  of  a  non-preference  ehgi- 
Ue  to  a  lestrkted  position  and  correspondence  relating  to  the  file. 

Authority  lor  matntsnnnrr  of  the  system:  Federal  Personnel 
Manual,  Chapter  333,  Appendix  A,  Mechanics  of  the  Appikant 
Supply  System 

Routine  uses  of  records  maintained  ta  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  ml  such  uses:  Used  as  prescribed  by 
Civil  Service  Commission  regulations 

PoHdes  and  practices  far  storhsg.  retrlevlag.  acccadng,  rctainlag, 
and  dispoitag  of  recards  In  the  ayatem; 

Storage:  Paper  records  in  fUe  folders. 

Retrlevablllty:  Informatioo  is  accessed  and  retrieved  by  name. 

Safeguards:  BuOdmg  emplovs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  onfy  to  authorized  personnel  that  are 
properly  screened,  cleared,  trahied  and  their  dutks  require  them  to 
be  m  the  area  where  records  arc  maintained. 

Retention  and  dhposal:  Records  are  not  permanent.  They  are 
retained  for  two  years  or  after  receipt  of  a  Civil  Servke  Commis¬ 
sion  report  of  inspection  of  the  agency’s  civilian  personnel  pro¬ 
gram,  whkhever  occurs  first,  and  tbre  destroyed. 

System  maaagerfs)  and  address:  Primary  System  •  Office  of  the 
Assistant  to  the  EMrector  for  Personnel,  Code  700,  Headquarters, 
DCA 

Decentralized  Segments  -  Directors  of  DCA  fkid  activitks  in  the 
Washington,  DC,  mettopolitan  area. 

Nntmcatlan  pracedurai  Information  may  be  obtained  from: 

Primary  S^em  •  Office  of  the  Assistant  to  the  Director  (or  Per¬ 
sonnd.  CWiUan  Personnd  Division,  Code  720.  Headquarters.  DCA 

Decentralized  Segments  -  Civilian  Personnd  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metropolitan 
area. 

The  fun  name  of  ttie  requesting  iiKfividud  will  be  reouired  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  dvflian  personnd  office  to  obtain 
informatioo  on  whether  the  system  containa  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  reouestor  must  present  either  a 
current  DCA  identification  bad^  or  a  mriver’s  license. 

Record  access  proceteres:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Pc^nnd,  Civdian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  •  Contact  the  Civilian  Personnd  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropohtui  area. 

The  official  maiUag  addresses  arc  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 

Contesthig  rceord  procedwa:  The  Agency’s  rules  for  access  to 
records  and  foe  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individoal  concerned  may  be  (wtained  from  the 
SYSMANAGER. 

Record  source  categoriem  Individuab  submitting  applications  for 
employment,  civilian  personnd  office  staff,  sdec^ig  officials,  Clvl 
Service  Commission. 

Syaicnu  exempted  hreai  certain  provirionB  el  Ike  act:  NONE 

Emt7 

System  name:  Employee  ReoonI  Fie 

Systan  localloni  These  cards  are  maintained  by  al  aupetvisota  of 

dvflian  employees. 
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CrtnitlM  •!  ladKrMaals  ttimni  hf  tkt  Chrlte 

ployeet  of  DCA  organizations  m'thc  WaakiagMia  UstfopolilM 
Aran. 

CnUgartei  nl  racords  In  tha  syslrai:  Standard  Fora  7B,  BaployM 
Record  Card. 

Antborlly  lor  MlniMUHMr  ol  tha  syatmi  Federal  Penomiei 
Manual,  Supplement  293-31 .  Subctwpter  S7-2,  Employee  Epcord 

Roodna  nsea  ef  racords  aafertaMod  M  tha  syalara,  lecMlag  caiif^ 
rlaa  ol  nsars  and  Iba  porpooca  ol  aeefe  naaa:  Used  by  operatint  ofA* 
cials  as  a  source  of  ^ta  to  initiate  requests  for  peraoaeel  acdom, 
to  plan  and  schedule  employee  tnuning  to  counMi  employees  oa 
thesr  performance,  to  estab^  a  basis  for  proposing  coaiinenda- 
tions  or  disciplinary  actions  and  to  carry  out  th^  personnel 
management  responsibilmes  n  general. 

FoHclcs  and  practlecs  for  abnlng,  ratriavleg,  aerr saint,  rrtahiisig, 
and  dlspsstnt  of  records  to  the  system: 

Ston^:  Vesbcal  File  Cards. 

RetrlevaMllty:  Information  is  accessed  and  retrieved  by  employee 
name. 

flelitaot^ds'  Building  employs  security  guards.  Records  are  mam- 
tained  in  area  accessible  only  to  authorized  personnd  who  are 
property  screened  and  cleared  and  whose  duties  require  them  to  be 
m  tne  area  where  records  are  maintained. 

RcmMIoo  and  dlipasal:  Records  are  not  permanent  Cards  for  em¬ 
ployees  who  are  moving  withm  the  Agency  are  sent  lo  the  new 
operating  office;  Cards  of  employees  who  terminate  emptoyment 
with  DCA  arc  destroyed. 

System  managerts)  and  addrem:  Office  of  the  Assistant  lo  the 
DirKtor  for  Per^nel.  Code  100.  Headquarten,  DCA 
I  Notmcatloa  procedure:  Requests  should  be  addressed  to  the  em- 

I  ployee’s  supervisor  The  individuaTs  fuO  name  sriB  be  required  to 

I  determine  tf  the  system  contains  a  record  about  him  or  her. 

Record  aceem  procedures:  The  individual  can  contact  his/her  so- 
I  pervisor  to  gain  access  to  the  record  The  official  mailing  addressee 

>  are  in  the  D^artment  of  Defense  Directory  in  the  appendix  to  the 

\  Defense  Commuiucations  Agency’s  systems  notice  a^  should  be 

referenced  by  the  requestor 

[  Contesting  record  procedures:  The  Agency's  rules  for  access  to 

records  and  for  contestmg  contents  and  appealing  initial  determina- 
\  tions  by  the  individual  concerned  may  be  obtained  from  the 

SYSMANAOER. 

'  Record  aonree  categorks:  Official  Personnel  Folder,  individual 

em^yees.  supervisors  oi  employees,  official  person^  ectioos. 
civuian  personnel  staff. 

Systems  cismpicd  from  certain  provisions  of  the  act:  NONE 
I  K1M.09 

I  System  nemo:  603-02  Service  Record  Card  Ffles 

I  System  locatloa:  Primary  System  •  Civilian  Personnel  Divisioa, 

(  Code  720;  Office  of  the  Assisuni  to  the  Director  for  Personnel, 
Headquarters,  Defense  Commumcations  Agency  (DCA} 

DecentralizeD  Segments  -  DCA  field  activities  in  the  Washing¬ 
ton,  DC.  metropolitan  area. 

Cstegorlm  ol  Indlvklaals  covered  by  the  system: ''Civilian  em¬ 
ployees  or  former  civilian  emplovees  of  DCA  organizations. 

Categories  of  records  in  the  system;  File  contains  Standard  Form 
7,  Service  Record.  Sundard  Form  7a,  Service  Record  Continua¬ 
tion.  and  Standard  Form  1D.  Position  Identification  Sti^ 

Authority  for  maintenance  of  the  system:  Federal  Personnel 
Manual,  Supplement  293-31,  Subchapter  S2,  The  Service  Control 
Pile 

Roodne  uses  of  records  maintalBcd  in  the  system,  including  catego- 
rlm  of  users  aud  the  purposes  of  such  uses:  Used  as  prescribed  by 
Civil  Service  Commission  regulations 

PoHdm  and  practices  for  stortug.  retrieving,  accoasing,  rstalnlat, 
and  dlsposiag  of  racords  M  the  system: 

Storage:  Vertical  filr  cards  in  metal  and  cardboard  containera. 

RstrlcvahiHty:  Informabon  is  accessed  and  retrieved  by  name  and 
organizational  location 

Safeguards*  Recoreda  are  maintained  in  area  accessflile  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained  and  whoac  dutiea  reqnae  them  to  be  in  the  men  where 
records  are  maintained. 


RslanllH  mrf  dkpaank  Racosde  mn  not  permanent.  Hay  are 
retaiaiiil  in  an  acthre  fSe  anti  tha  individnals  termmata  theh  aa- 
ployment  with  DCA;  held  for  five  addiboiial  years  in  an  inacthra 
file  hi  DCA  and  than  transfaired  to  Washingloa  National  Recorda 
Center  where  they  are  held  for  an  addilionai  tea  yean  and  sub- 
leqnendy  destroy^ 

System  aumagerfs)  and  addrimt  Primary  System  -  Office  of  tha 
Aai^tant  to  the  Direclor  for  Personnel,  Code  700,  Hendquarters, 
DCA 

Decentralized  Segments  -  Dhectors  of  DCA  field  activities  in  tha 
Washington.  DC,  metropoittan  area. 

NstHkatjaa  prstsdarai  lafonnatioo  may  be  obtained  froai: 

Primary  Ststem  -  Office  of  the  Assiataiit  to  the  Director  for  Per¬ 
sonnel.  CivfliBn  Personnel  Division,  Code  720.  Headquarten,  DCA 

Decentrehzed  Segments  •  Civiian  Personnel  Offkee  of  the  ap¬ 
propriate  DCA  field  activity  in  tha  Washington,  DC,  metropoiitmi 
area. 

Tha  fun  naBM  of  the  requesting  individual  wiB  be  reqairud  to 
deteimina  if  the  system  coatains  a  record  about  him  or  her.  Tha 
requestor  may  vish  the  appheabie  dvihaa  personnel  office  to  obtain 
information  on  whether  eyetem  conlaine  recorde  pertaining  lo 
him  or  her.  As  proof  of  identity  the  reouestor  must  present  ahbm  a 
current  DCA  idratificatioo  bad^  or  a  driver’e  beaae. 

Retard  aceem  prucedmrea:  Primary  System  -  Contact  the  Office  of 
the  Asmetant  to  the  Director  for  Penonnel,  Civiian  Penonnel  Div^ 
•ion.  Code  720,  Headquarten,  DCA 

Decentralized  Segmenta  -  Contact  the  Civfliaii  Penoend  Office 
at  the  appropriate  DCA  field  activity  in  the  WashingtoB,  DC. 
metropohtim  area. 

The  official  mailing  addresies  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Commimscatione  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 

CealtstiBg  record  procedarce:  The  Agency’s  nilee  for  acceea  lo 
records  and  for  contesting  contents  and  appealing  initial  detennam- 
tiona  by  the  individaal  concerned  may  be  obtained  from  the 
SYSMANAOER. 

Record  source  categories:  Official  Personnel  Folder  Files 

Systsms  cxcmpled  from  certrin  pruvWona  of  the  act:  NONE 
E7M.M 

System  name:  603-08  Annual  Chssificatioa  Maintenance  Review 
File 

System  locatloa:  Primary  System  -  Civilian  Personnel  Divisioa, 
Code  720;  Office  of  the  Assistaiit  to  the  Director  for  Personnel, 
Headquartere,  Defease  Commnnicatiooa  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  in  the  washmgton, 
dc.  metropolitati  area. 

Cseegortea  of  hidlvIdnalB  covered  by  the  eyetcei:  DCA  crvBfam  em- 
ployoea. 

Calcgorica  of  records  M  the  system ;  Fit  coatamt  a  report  of  tfw 
annual  classification  mamtenance  review  by  individual  employee, 
postbon  description  number,  position  title/series/grade 

Authority  ier  mriatenaace  ef  the  system:  Section  1310  of  the  Sup¬ 
plemental  Appropriation  Act,  1932  as  amended  (3  USC  3101,  Note) 
Whitten  Amendment 

Routfaw  uses  ol  records  molntainsd  in  the  systm^  inclndiag  rstris 
rice  of  osers  and  the  purpoom  ol  such  uses:  Civihan  Penonnel  or- 
ganizatioos  -  used  to  identify  positions  subject  to  the  anmimi  mam, 
tenance  classificatioo  review  and  to  take  appropriate  poaitkMi  cias^ 
sifkabon  action  for  positions  which  require  ^justments. 

Civilian  employees  and  superviaon-used  to  identify  the  need  for 
each  position  and  to  certify  the  accuracy  and  completeness  of  each 
offki^  classified  positioa. 

PoUdes  and  praedem  Ier  storing,  retilcslug,  *-g.  rctainhig, 
and  dlipoitag  el  racords  In  the  system; 

Storage:  Paper  records  in  file  foldere. 

RctrtevabUlty:  Retrieved  by  employee  name  and  positioo  descrip¬ 
tion  number. 

Safeguards:  Records  are  maintained  in  area  accessMe  only  In 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained  and  whose  duties  lequae  them  lo  be  ■  the  area  whein 
records  are  mamtaiaed. 

RsSsntlen  and  dtsposab  Records  are  not  permanent  Thap  «s 
retained  m  active  file  for  two  calendar  yean  ^  then  dfsliinud 
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SytKa  MMtv<t)  Mi  liiwMi  Prinaiy  SjrrtMi  •  OHIm  of  iko 

Anktant  to  the  Director  for  Peno—ol.  Coie  700.  HoaioMnen, 
DCA 

Decentralized  Sepaents  •  Directon  of  DCA  field  octhrities  hi  the 
WashmgtoB.  DC.  raetropolitao  ueo. 

Wifteltii  piweinre:  Information  may  be  obtained  from: 

PiiBMfy  System  •  Office  of  the  AaaiMant  to  the  Director  for  Fer> 
sonnel.  Civi^  Personnel  Divinon.  Code  720.  Headqnaitera.  DCA 
Decentralized  Segments  •  Chrimn  Personnel  Offices  of  the  ap> 
prophate  DCA  field  acthrhy  in  the  Washington,  DC,  metn^xilitan 
area. 

The  fuO  name  of  the  requesting  individnal  sHD  be  required  to 
aune  if  the  systm  contains  a  record  aboM  him  or  her.  The 
requestor  may  visit  the  applicable  dvflian  peraonnel  office  to  obtain 
informatioa  on  whether  the  system  contains  records  pertainiog  to 
hmi  or  her.  As  proof  of  identity  the  reoneator  must  present  either  a 
cunent  DCA  idatification  badge  or  a  (hiver’s  Hoense. 

Isesrd  aecam  preesdnrse:  Primary  System  •  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnrt.  dvflian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 
Decentralized  Segments  •  Contact  the  Civilian  Peraonnel  Office 
at  the  ^ipropriate  DCA  field  activity  in  the  Washington,  DC. 
metropobto  area. 

The  official  mailing  addresses  are  in  the  DepartniMt  of  Defmse 
Directory  in  the  appendii  to  the  Defease  Communications  Agen¬ 
cy's  systems  notice  and  should  be  referenced  by  die  rquestor. 

Cenissllng  rseard  prscedursa;  The  Agency’s  rules  for  access  to 
records  ano  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
8YSMANAOER. 

leesrd  eenrci  catsgorlss;  Information  in  the  system  is  obtained 
from  the  Personnel  Management  Information  System,  Offidnl 
Poaitoo  Descriptioas.  civilian  employees  and  their  supervisors,  and 
dvflian  personM  employees. 

Systans  saimptsd  from  rirtahi  prevhleBS  of  the  act:  NONE 
K7M.11 

flyslsm  aanra:  602-18  Promotion  Roister  and  Record  Ffles 
flystsm  leeaMin;  Primary  System  •  Civflian  Penonnd  Division, 
Code  720,  Office  of  the  Assistant  to  the  Director  for  Penonnd, 
Headquarters.  Defense  Communications  Agency  (DCA) 
Deemitralized  Segments  •  DCA  field  activities  in  die  Washington, 
DC,  metropolitan  area. 

Catsgsrim  sf  IndhrMnals  eovorsd  by  the  syd«:  Candidates  who 
^iply  tot  job  vacancies  under  the  DCA  Ctvflian  Merit  Promodon 
mpam 

Catsgeriss  of  roeerds  In  the  lyitrm;  The  file  contains  die  Job  Op- 
portur^  Announcement;  list  d  candidatea;  rating  sheets;  evalua- 
tioo  instrument;  siqiervisory  ^ipraisals;  DCA  Form  237,  EUgjbility 
List;  SF  171,  Personal  (Qualifications  Statements;  DCA  Form  326, 
Apphouits  Card  Record;  and  other  supporting  documentation 
gsiierated  in  the  evaluation  of  candidales. 

Anthorlty  lor  mahstraanfr  of,  the  eydem:  Federal  Personnd 
Mamid,  Chapter  335,  Promotion  aond  Intend  Placement 
leudni  uses  sf  records  maintained  hi  the  system,  IncludliM  entegs 
rtos  sf  users  and  the  purposes  of  such  noos:  Used  by  the  Ctvffian  Per- 
sonnd  Office  staffs  to  prepare  and  issue  lob  Opportunity  An¬ 
nouncements;  evaluate  caiididates’  qualifications  and  develop 
promotion  certificates  in  coordination  with  promotion  panels  and 
supervisors,  notify  candidates  of  selection  or  nonsdection.  monitor 
the  DCA  Civilian  Merit  Promotion  Program,  and  to  otherwise 
complete  and  document  merit  promotion  actions. 

Used  by  supervisors  and  members  of  promotion  panels  to  evalu¬ 
ate  candidates,  interview  candidates  and  to  notify  die  Civilian  Per¬ 
sonnel  Office  staffs  when  selections  are  made. 

Used  by  Department  of  Defense  and  Civil  Service  Commission 
inspectors  to  review  promotion  actions  for  compliance  with  merit 
promotion  policy. 

PeHcfas  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispodng  of  records  M  the  qralem: 

Steniic:  Paper  records  in  file  folders. 

Rstricvablllty:  infonnation  is  accessed  and  retrieved  by  employee 
name  and  Job  Opportunity  Announcement  Numbm. 

Salsynnrds:  Records  are  maintained  in  area  accessible  only  to 
Ihorued  personnd  who  are  property  screened,  cleared  and 


traiaed  and  srhooe  duties  require  them  to  be  in  the  area  where 
lecorde  are  maflitained. 

■dentlea  and  dhMad:  Records  arc  not  permanent.  They  arc 
retained  in  active  fik  for  two  calendar  years  and  subsequently 
destroyed. 

System  managrrfe)  and  addreae:  Primary  System  •  Office  of  the 
Assistant  to  the  Director  for  Penonnd,  Code  700,  Headquarters, 
Defense  Communications  Agen^  Directors  of  DCA  field  activities 
in  the  WashiastMi,  DC,  metropootan  area. 

NodScailon  procctae:  Informatioo  may  be  obtained  from: 

Primary  Sratem  •  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnd,  Civflian  Personnd  Division,  Code  720,  Headquarters, 
Defense  Communications  Agency 

Decentralized  Segments  •  Civflian  Personnd  Offices  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metrtqtobtan 
area. 

The  fun  name  of  the  requesting  individud  arfll  be  reouired  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
^uestor  may  visit  die  applicable  civilian  personnd  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  reouestor  must  present  either  a 
current  DCA  idratificatioo  bad^  or  a  driver’s  bcensc. 

Raeard  aeeam  praBednrm;  Primary  System  •  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnd,  Civilian  Personnd  Divi¬ 
sion,  Code  720,  Headquarters,  Defense  Commurucations  Agency 

Decentralized  Segments  •  Contact  the  Civilian  Persoruid  Office 
at  the  improptiate  DCA  field  activity  in  the  Washington.  DC. 
metropolitan  area. 

The  officid  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  refwenced  by  the  requestor. 

Canicsting  recard  prMadurea;  The  Agency’s  rales  for  access  to 
records  and  for  contesting  contents  and  appealing  initid  determina¬ 
tions  by  the  individud  concerned  may  be  ditained  from  the 
SYSMANAOER. 

Reesed  sanrec  ealego^:  lob  ai^bcatioa  from  individuds,  cur¬ 
rent  and  former  suparv^ty  apprakals,  Officid  Personnd  Folder, 
promotion  panels  and  dviliu  personnel  office  staff,  selecting  offi- 
dab. 

Systems  exempted  from  eertaln  pravisioas  of  the  act:  NONE 

ETflAU 

System  name:  602-10  Civil  Service  Certificate  Files 

breicm  lecatien;  Primary  System  •  Civilian  Personnel  Division. 
Code  720;  Office  of  the  Assntant  to  the  Director  for  Personnel, 
Headquarters.  Defense  Communications  Agency  (DCA) 

DecMtralized  Segments  •  DCA  field  activities  in  the  Washington, 
DC.  metropolitan  area. 

Calegerim  af  Indhidnab  eovcrsd  by  the  system:  Amflicants  who 
are  di^ile  for  competitive  appointmeats  fr^  Civil  Service  Com¬ 
mission  registerB  to  positions  m  DCA  organizations. 

Categorim  af  records  In  the  syaism:  File  contains  copies  of  Stan¬ 
dard  Form  39,  Request  for  Certification,  Civil  Service  Commission 
Form  1844,  Certificates  of  EUgfliles,  Civil  Service  Commission 
Form  2934,  Statement  of  Reasons  for  Passing  Over  and  Preference 
EUgiMe  and  Selecting  a  Nonpreference  Eligible,  Civil  Service  Com¬ 
mission  Form  775,  Authority  to  Examine  and  Appoint  Under  Open 
Examination,  and  related  correspondence  supporting  the  action. 

Anthorto  lor  maiatcnancc  al  the  system:  Federd  Personnel 
Manud,  Chapter  332,  Recruitment  and  Selection  Through  Comp- 
tetitive  Exammation. 

Routfaw  asm  of  records  malutalurd  hi  the  system,  Mcludiag  catego- 
rim  of  users  and  the  parposm  el  such  asm:  Used  as  prescribed  by 
Civil  Service  Commission  regulations. 

PoUdm  and  practiom  lor  startug,  retrieving,  acccsstag,  retalatat, 
and  dlspoafaig  of  records  In  the  system: 

Ston^:  Paper  records  in  file  folders. 

RctrievaMlity:  Information  is  accessed  and  retrieved  by  position 
title  and  position  description  number. 

Safeguards:  Records  are  mamtamed  in  area  accessible  ody  to 
authorized  personnd  who  arc  property  screened,  cleared  and 
tramed  and  whose  duties  require  them  to  be  in  the  area  where 
records  are  maintained. 

Retention  and  disgsnd:  Records  are  not  permanent  They  are 
retained  for  two  caleiidar  years  and  subsequently  destroyed. 
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SjntMB  ■■■■jirtit  «i4  addftaK  Primary  System  •  Office  of  tbc 
Attiiual  to  dm  Directoi  (or  Persoonel,  Co^  TOO.  Headqaarters. 
DCA. 

Decentralized  Seftment*  Direcion  of  DCA  field  activities  ia  the 
Waahmgton,  DC.  netropoktan  area  • 

NedHcatlM  precadare:  InfomatioD  may  be  obtaiaed  froaa; 

Primary  System  -  Office  of  the  Assistant  to  die  Dnectof  for  Per- 
toiinel.  Civi&n  Personnel  Division.  Code  T20.  Head^artere,  DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  acbvity  m  the  Washmgton,  DC,  metropolitan 
area. 

The  fuD  name  of  the  requesting  indtvidiial  will  be  required  to 
detetmme  if  the  system  contams  a  record  about  him  or  her  The 
requestor  may  viiii  the  applicable  civilian  personnel  office  to  ohtam 
information  on  whether  t^  system  contains  records  pertammg  to 
him  or  her  As  proof  of  idenbty  the  requestor  must  present  eitbei  a 
current  DCA  idratification  bad^  or  a  dnver's  license. 

Record  acceaa  proccdurca:  Primary  System  •  Contact  the  OffKe  of 
the  Assistant  to  the  Director  for  Personnel.  Civilian  Personnel  Divi- 
Bion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  •  Contact  the  CivihaB  Personnel  Office 
at  the  appropriate  DCA  field  activity  m  the  Washington.  DC, 
metropolitan  area 

The  official  mailing  addresses  arr  in  tbc  Department  of  Defease 
Directory  m  the  appendu  to  the  Defense  Communicatibas  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 

Coolcadag  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  detennma- 
bons  by  the  mdividual  concerned  may  be  obtained  from  the 
SYSMANAOER. 

Record  source  cetegorfes:  Civil  Senocc  Commission  certifkates  of 
ehgibles  and  reports  of  action  taken  on  cenifkates  of  ehgiblea. 

Systems  exempted  from  certain  provMons  of  the  act:  NONE 


Derentrshred  Srements  Directors  of  DCA  field  activMea  in  the 
WsshiTiiiton  DC.  metropolitan  area 
Nutifkatloa  proceder*:  Information  may  be  obtained  from 
Prunary  System  Office  of  the  Asaiatant  to  the  Director  for  Per¬ 
sonnel.  Civten  Persoonel  Oivhioo.  Code  720.  Headquarters.  DCA 
Decentrahzed  Segmeau  •  Civihao  Persouoel  Offkes  the  ap- 
propnaic  OCA  field  acbvity  in  the  Washington.  DC.  metropoiitao 
area 

The  fuO  name  of  the  requesting  indtvidual  wiD  be  required  to 
deiemune  if  the  system  contams  a  record  about  him  or  her  The 
requestoi  may  visit  the  appbcable  avilian  personnel  office  to  obtam 
informabon  on  whethei  the  system  contais  records  pertammg  to 
hm  oi  her  As  proof  of  idenbtv  the  requestor  must  present  either  a 
current  DCA  idenbfkaDon  badge  or  a  dnver’s  Ikensc 
Record  acccas  preccdurci:  Primary  System  -  Contact  the  Office  of 
the  Assistant  u>  the  Director  (or  Personnel,  Civilian  Personnel  Divi¬ 
sion.  Code  720.  Headquarters.  DCA 
Decentralized  Segmeau  -  Contact  the  Civilian  Personnel  Office 
at  the  appropnau  OCA  field  acbvity  in  the  Washington,  DC, 
metropolitan  area 

The  offkial  mailing  addresses  arc  in  the  Department  of  Defease 
Directory  m  the  appendu  to  the  Defense  Commumcabons  Agen¬ 
cy’s  systenu  aobcc  and  should  be  referenced  by  the  requestor 
Coalcettag  record  prucederea:  The  Agency's  rules  for  access  to 
records  and  for  contesbng  contents  and  appealing  mibal  detemuna- 
bont  by  the  mdividual  concerned  may  be  obtained  from  the 
SYSMANAOER 

Record  sonree  categories;  Official  Personnel  Folder,  computer 
printout  of  retenboD  regnter,  DCA  management,  mdividaal  em- 
ployees  and  superviaors.  civilian  personnel  office  staff,  offkial 
posiboD  desenpboa,  Civd  Service  Commisuoa,  Department  of 
Defense 

SyalciBs  exempted  from  certain  provWons  al  the  act:  NONE 


K700.13 

SyMcffi  name:  602-26  Retenbon  Register  Files  (Reductioo-in-Forcc) 
Svalcm  leeatten;  Primary  System  Civilian  Personnel  Division, 
Code  720;  Offke  of  the  Assistant  to  the  Director  (or  Personnel, 
Headquarters.  Defense  Commumcabons  Agency  (DCA) 
Decentralized  SegmenU  -  DCA  field  activities  m  the  Washington, 
DC.  metropolitaii  area. 

Categorfea  af  (ndhriduals  coveted  by  the  •yskm:  Civilian  em¬ 
ployees  of  orgamzabont  who  compete  durmg  a  Reducboo-ln-Force 
(RIR;  civilian  employees  who  receive  a  RIF  notice  and  are  ehgiM 
for  r^stration  m  the  Department  of  Defense  Program  for  Stabfl^ 
of  Civilian  Employment  and  the  Civfl  Sersrke  Commission  Dis¬ 
placed  Employee  Program  and  the  Reemploymenl  Priority  List 
Caiegorica  of  records  in  the  system:  Pile  contains  copies  of  Reten- 
bon  Reguters  and  Reduction-m-Force  Notkea.  Civil  Service  Com¬ 
mission  Displaced  Employee  Program  Registration;  Department  of 
Defense  Fonn  1817.  Program  for  Stability  of  CrvilisD  Employment 
Regiatration;  Reemployment  Pnoiity  List,  Quahficabons  AppraiaaL 
AnthorRv  lor  maintenaaec  of  the  system:  Federal  Personnel 
Manual.  Chapter  331 .  Reducbon-in-Force 
D^rtmcnt  of  Defense  Directive  1400.20,  Program  for  Stability 
of  Civilian  Employment  m  tbc  Department  of  Defense 
Department  of  Defense  Program  for  Stability  of  Crvfliaa  Employ¬ 
ment  Pobcies,  Procedures  and  Programs  Manual.  DoD  1400.20- 1 -m. 

Routine  aaeo  of  records  maintained  fas  the  system,  inchMUng  eatego- 
ftes  of  asan  and  the  parpoeee  el  each  aeea:  Deed  aa  preaenbod  oy 
Civil  Service  CommissioD  and  Department  of  Defense  regulationa. 

PoHdm  and  praetkao  fbr  sterlag.  rctrtevigg,  iiismlii.  re(alBh«, 
and  dispoaing  af  reeards  ki  tha  system: 

ftaryt  Pom  records  in  fik  foiden  and  computer  printont  of 
Retention  Regiaten. 

Rali'lasnhRRy:  Information  ia  accessed  and  retrieved  by  name. 
-Saie|aardR  Records  are  maintained  in  area  accessible  only  to 
anthonzed  personnel  arho  are  properiy  screened  and  dearad  and 
arhoae  duties  require  them  to  m  in  die  aren  arbere  recorde  mu 
maintained. 

Retenfien  end  dhpoaafi  Recorda  are  not  permanent  They  are 
retained  for  five  years  and  sabaequsntly  destroyed. 

%atem  numaprfa)  and  addnmi  Primary  Sytoem  •  Offke  of  the 
Amman  to  tfw  Director  for  Pmsonncl.  Coda  700,  Heodqnaiton, 


K700  IS 

System  aame:  603-03  ChronoiogicaJ  Inurna)  Piles 

System  locatian:  Pnmary  System  •  Civilian  Personnel  Divuion. 
Code  720;  Office  of  che  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Commumcabons  Agency  (DCA) 

Decentralized  Segmentt  •  DCA  fietd  acbvibes  m  the  Washington. 
DC.  metropolitan  area. 

Categortea  af  Indhidaate  cavered  by  the  system:  Civihan  em¬ 
ployees  or  former  civilian  emptoyees  of  DCA  organizationa  for 
whom  a  personnel  acbon  affecting  then  employment  with  OCA  was 
processed  wrthiB  the  last  two  caleodai  years. 

Categortes  af  rscards  to  the  syatom:  Fde  contains  copies  of  Ston- 
dard  Form  30.  Noafkaboa  of  Personnd  Acbon,  Standard  Form 
SOA.  Nobcc  of  Short  Term  Employinent  and  liat  forms  used  to  ben 
of  Standard  Form  30. 

AathaiMj  tor  matotenanes  al  tha  system:  Federal  Personnel 
Manual,  Supplement  239-31,  Subchapter  S3.  The  Chroocdotical 
Journal  FOe 

Routfn*  uses  of  records  matotatoed  to  the  system,  toctodtog  eatega 
rtes  of  asers  and  tbc  purpoacs  ol  soch  ases:  Used  as  prescribed  by 
Civil  Service  Commission  regulabons 

PoHdci  and  practtecs  lor  storing,  retrierint.  acccmlng,  rttatotog, 
and  dlspoatiig  of  records  to  the  system: 

Storage:  Paper  records  ffled  in  three-ring  binders. 

RctrievaMUty:  Informabon  is  accessed  and  retrieved  by  name  or 
type  of  personnel  action. 

Safcfuarda:  Records  are  maintained  in  aren  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained  and  sriioae  dubea  require  them  to  be  in  tte  area  srhere 
records  are  maintained. 

Rctentloa  and  dhpoaal:  Records  are  not  permanent  They  mu 
retained  for  two  calendar  yean  and  subsequently  detboyed. 

System  oMnagerfa)  and  addremt  Primary  System  •  Office  of  the 
Assistant  to  the  DirecUv  for  Personnel,  Co^  700,  Headqumtora, 
DCA 

Decentralized  Segmentt  •  Dfaecton  of  DCA  field  ecbvMea  in  Ihn 
Weahimton.  DC.  meiiopolitaa  aren. 

Nedficntien  pretednsu:  Infonaaboa  mny  be  obtained  fttmi: 

Primanr  System  •  Officn  of  tha  Aariatant  to  tha  Dkuctoc  for  Fm* 
aonnel.  Ctviiian  Personnel  Division,  Code  720,  Headquaitors.  DCA 
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THirmilrrilwii  SMaeli  •  CMte  PenooMl  OHIom  of  tke  ap- 
pwnirirti  DCA  fMi  meMlf  is  Ike  Weehimoo.  DC,  aetropoliiaa 

•ree- 

Tke  Ml  Mine  of  the  leqaestmt  individoal  wil  be  reoitired  to 
detormiec  if  the  eyetoB  ooMaine  a  reoonl  abovt  hm  or  her.  The 
leqoeator  oiay  rWl  the  appheabte  dviiaB  peraooiiel  office  to  obtain 
tafonnatioa  on  whether  the  ayatem  cootaiaa  recorda  pertainiat  to 
or  her.  At  proof  of  identify  the  roooeator  naat  preaent  either  a 
anreat  DCA  idratificatioB  badge  or  a  oriver’a  hoenae. 

■acard  aeccaa  praeadarea!  Primary  Syatem  •  Cootact  the  Office  <d 
the  Aaaietaat  to  die  Director  for  Pnaonael,  Chrflian  Peraonnel  Divi- 
aioo.  Code  720.  Headquartera.  DCA 
Decentralized  Segments  -  Contact  the  Civilian  Peraonnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropob^  area. 

The  official  maflint  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendu  to  the  Defense  Communications  Agen¬ 
cy's  systems  notice  and  should  be  referenced  by  the  requestor. 

Camaadag  reesrd  precadnrea!  The  Agency's  rales  for  acceu  to 
records  and  for  conteatinf  contents  and  appeahag  initial  determina¬ 
tions  by  the  individoal  concerned  may  bemitained  from  the 
SYSMANAOER. 

■aeard  meres  cmtgoriri:  Official  Personnd  Polder  Pfles,  official 
poaitmo  descrqition.  individoal  employeea.  smtorviaors  ot  tm^ 
ptoy^,  civilian  personnel  staff  members,  and  Civd  Service  Com- 
miaaion. 

Ryatsms  eumpted  frem  certain  prevWoas  af  the  act:  NONE 

Emu 

Ryalam  name:  Classification  Appeab  PSe 
ftnmm  lacadan:  Primary  System  •  Civflian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters.  Defease  Communications  Agency  (DCA) 
Decentralized  Segments  •  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Calegerlei  ef  todhddaab  eescred  hy  the  watsm;  Civilian  em¬ 
ployeea  of  DCA  who  appeal  a  position  clasaincation  actioo  to  the 
Agea^:  civflian  employees  who  ^)peal  a  clasaificatioo  action  to 
the  Ci^  Service  Commission  and  Agency  appeals  to  the  Civfl  Ser¬ 
vice  ComnuBsion. 

Cmsgsilts  of  racords  in  the  syatem:  Official  positioa  description 
of  die  employee  and  the  supervisor  evaluation  statements,  or- 
ganizational  charts,  employee/supervisor  statements  concerning 
completeness  and  accuracy  of  die  position  description  and  related 
oonespondence. 

Anfhsi'^  lor  malatcaance  ef  the  system:  Pederal  Personnel 
limmal.  Oiapter  511.  Classification  Under  the  Oeneral  Schedule; 
ChaMff  532.  Coordinated  Federal  Wage  System 
■aodne  asm  ef  records  maintained  In  the  mslam.  tochHHag  ealego- 
rim  of  aasrs  and  the  pnrpeam  ef  sacb  aoes:  Used  by  the  avjlian  m- 
eonnel  office  staff  to  pr^ss  dasaificadon  appeals  and  render 
aification  decisions;  to  advise  employees  of  classification  decisions; 
to  submit  information  concenung  employee  and  agency  appeab  to 
the  Civil  Sorvice  Commission;  and  as  a  reference  document  for  fu¬ 
ture  classificatioo  actions. 

Used  by  the  Civil  Service  Commbsion  to  process  cbssification 
appeab  and  to  notify  the  agency  and  employees  of  cbssification 
deosions. 

Pe betel  and  practices  for  storing,  retrieving,  accessfaif,  reCalnlnt, 
and  dbpnefaig  of  records  b  the  system: 

Storage:  Paper  records  in  ffle  folders. 

Rchiavabaity:  Information  b  accessed  and  retrieved  by  employee 
name. 

Sbegnards:  Building  employs  security  guards.  Records  arc  main¬ 
tained  in  area  accessibb  oi^  to  anthmued  personnel  who  are 
oTMierly  screened  and  cleared  and  whose  duties  require  them  to  be 
in  the  arm  where  records  are  maintained. 

Bslsntlsa  and  dbposal:  Records  are  not  permanent  They  are 
destroyed  when  obsolete. 

system  managsrts)  and  addream  Primary  System  •  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  TOO,  Headqnartore, 
DCA. 

Decentralized  Segmenb  -  Directois  of  DCA  field  acthritiaa  in  tke 
Washmgton,  DC,  metropolRaa  area. 

NafBcadM  pracsdurei  Information  may  ba  oNaiaed  front: 


Printniy  Syatam  •  Office  of  the  Aetbfant  to  the  Director  fm  Per¬ 
sonae.  CIvIm  Ptnonaal  DfeWon.  Code  720.  Headquarters.  IXA 

Decentralized  Tnamenft  -  CMm  Personnel  Offices  of  the  ap- 
propiiaie  DCA  field  activity  in  the  Washmgton,  DC.  metropolitan 
area. 

'The  fuB  name  of  the  rquestiag  individual  wfll  be  reouired  to 
deteiiniac  if  the  ^stem  contains  a  record  about  hmi  or  her.  The 
requmtor  may  visit  the  appheabb  rlyfliaa  personnel  office  to  obtam 
information  on  urhether  the  system  oontams  records  pertabiag  to 
him  or  her.  As  proed  of  identity  the  reouestor  must  present  either  a 
current  DCA  identificatioo  bad^  or  a  dnver's  bcense. 

Rseard  aeesm  prucadntss;  Pihnary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Pmsonnel,  Civflian  Personnel  Divi¬ 
sion.  Code  720.  Headquarters.  DCA 

Decentralized  Segmmb  -  Contact  the  Civihao  Personnel  Office 
at  the  mipropnate  DCA  field  activity  in  the  Washington,  DC, 
metropontaa  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendu  to  the  Defense  Communications  Agen¬ 
cy's  systems  notice  and  should  be  referenced  by  the  rquestor. 

Canbsthig  record  preesdnror  Hie  Agency's  rabs  for  access  to 
records  and  for  contesting  cootenb  and  appMing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAOER. 

leeord  senres  entogertes:  Civflian  personnd  office  employees, 
DCA  management  officiab  appdbnt  and  their  supervisors,  and 
Civfl  Service  Commbdoo. 

Systems  ezempled  frsm  eertab  prevbloro  ef  the  act:  NONE 
ETgg.l7 

System  nauM:  603-01  Official  Personnel  Folder  Pfles  (Standard 
Form  66) 

System  lecalioa:  Primary  System  •  Civflian  Personnel  Divnion, 
Code  720;  Office  of  the  Assutant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC.  mdropolitan  area. 

Catcgarfcs  af  bdbldnab  covered  hy  the  system:  Civilian  em¬ 
ployees  of  DCA  organizations. 

Cmegoibs  af  roeords  In  the  nstem:  Standard  Form  171  Personal 
Qualifications  Statement  Standard  Form  172  Suppbmental  Ez- 
perience  and  Qualifications  Statement  Standard  Form  SO  Notifica¬ 
tion  of  Personnd  Action  Standard  Form  SOA  Notice  of  Short  Term 
Employment  Standard  Form  52  Request  for  Personnd  Action  Stan¬ 
dard  Form  15  Cbun  for  Veteran's  Preference  Standard  Form  51 
Request  for  Insurance  Standard  Form  176  Election,  Declination,  or 
Waiver  of  Life  Insurance  Coverage.  PEOLI  Standard  Form  176A 
The  Federal  Employees  Otoup  Life  Insurance  Program  Standard 
Form  54  Designation  of  Beneuciaiy.  Oroim  Life  Insurance  Sbn- 
dard  Form  61  Appointment  Affidavits  Standard  Form  61B  Declara¬ 
tion  of  Aniointee  Standard  Form  70  Proof  of  Residence  Standard 
Form  78  Health  Qualification  Pbcement  Record  Standard  Form  144 
Prior  Pederal  A  Military  Service  Standard  Form  2809  Health 
Benefits  Regbtration  Form  Standard  Form  2810  Notice  of  Change 
in  Health  Benefits  Enrollment  Standard  From  39  Request  for  Cer- 
tificatioo  Standard  Form  39A  Request  for  FSEE  Certification  Stan¬ 
dard  Form  59  Request  for  Approval  of  Noncompetitive  Action 
Standard  Form  75  Request  for  Prelimmary  Employment  Data  Stan¬ 
dard  Form  144  Statement  of  Prior  Federal  and  Military  Service 
Standard  Form  161  Executive  Inventory  Record  Standard  Form 
161A  SF  161  Continuation  Sheet  DA  Form  2515  PayroD  Change 
Slip  Standard  Form  1126  PayroD  (flange  Slip  Standard  Form  1152 
Deaignation  of  Beneficiary,  Unpaid  Compensation  of  Deceased 
EmiMoyee  CA1/CA-1A2  Notice  of  Iniury  m  Occupational  Disease 
DA2515  Notice  of  Within  Qnde/Pay  Adiustinent  WA18.  WA8 
Direct  Hire  Autiiority  Optional  Form  8  Position  Description  DD 
Form  214  Armed  Forces  of  the  United  States  Report  of  Transfer  or 
Discharge  DD  Form  15S9/1917  Employee  Career  Aroraisal  (Teat) 
DD  Form  1617  TranspoMtion  Agreement  -  Overseas  em^yee  DD 
Form  1618  Transportation  Agreement  •  Transfer  of  DoD  Civflian 
Employees  to  and  widiin  Continental  x  United  Sbtes  CSC  Form 
2800A  Proof  of  Selection  for  Career(Career  Conditional  Appoint¬ 
ment  CSC  Form  813  Request  for  Verification  of  Mflitary  Service 
DCA  Form  89  Service  Award  Work  Sheet  A  Record  D^  Ponn 
103  Notice  of  Performanoc  Rating  DCA  PMin  104  Recommendation 
for  Ontstanding  Performance  Rating  DCA  Form  222  Quality  Sahry 
Increase  Recommendation  and  Approval  DCA  Form  103  Reconi- 
mendation  for  Parfonumca  Asraiti  Records  of  Tralniag  CMI  ler- 
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viM  rn—iiiini  Letten  Mthoridaa  wthrm  Md  exccptioM  Ofli> 
cW  Letim  of  CommeaditkM  ConoapondeBoo  OfficW 
Dtodptamy  Acttou  RedactioB^Pofoe  Lodm 

ABihMily  hr  aiihlinBri  «l  Ik*  afhiw  gwoMX* 

l|«BMJ^^8|^lemeBt  293-31,  Snbchapter  SS.  The  Offical  PenoBBd 

loBllBt  BIN  el  ncerde  ariBahri  h  tie  ejolMi,  hchdhi  cali» 
iIm  el  Beai  ead  tke  pBrpeea  el  eBcfc  bm  Used  at  pwecnbod  py 

CivI  Service  CoBUBieiioB  RegelttioBe  eod  to  provide  data  for  tha 
aoUMBated  OefeBte  Comniuucatiooa  Afeacy  PeraosBol  Manafe- 
meat  Informatioo  Sytten  (PERMIS) 

Paliciee  aad  Bractiece  hr  eterhA,  rttrievhf,  aceceriBA,  rhahh^ 


Paliciee  aad  Bractiece  hr  cterhA,  rctricvhf,  aceccriBA,  rctahh^ 
aad  diapech(  ef  reearda  h  the  Qfalcas 

Sterajie:  Paper  recorda  atored  h  file  foMera. 

Ratihvabflllyt  lofonoation  ia  aoceaaed  aod  retrieved  by  name. 

SahgBardR  Recorda  are  maintaiiied  ta  Lektriever  wih  combiBa- 
tioB  lock  aod  are  acceaahle  only  to  futhorized  peraonnel  who  are 
properly  acieened,  cleared  and  traioM  and  whoac  dutiee  require 
them  to  be  ia  the  area  where  recorda  are  maintained. 

RataatlBB  and  dhpoaal:  Temporary  Recorda  •  Muat  be  retained  in 
he  Official  Araonnel  Folder  (left  aide)  for  a  minimum  period  of 
one  year  or  nnti  the  eem^yee  tranafera  or  eeimtea,  whichever 
occura  fkat,  except  that  office  kttera  of  adraoniahment,  waraint. 
caution,  reprimand,  and  ahnilar  diaciplinary  actioB  papera  may  be 
removed  a)  any  time  if  it  ia  decided  later  that  the  actSon  waa  anwar- 
ranted.  Otherwiae,  moat  temporary  recorda  may  remain  h  an  em- 
ployee'a  peraonnd  folder  aa  wap  aa  he  remaina  with  the  aame  afen- 
cy,  exce^  that  lettera  of  cautwn,  wamint,  admoBiahmeBt,  repri- 
nuind,  aiM  ahnilar  diacipliBary  action  papera  muat  not  be  kept  in  the 
folder  Joaner  than  three  yeara,  nnkaa  he  agency  haa  recced  aa 
excepdon  from  he  CivI  Service  Commiaaion. 

Permanent  Recorda  •  Peraonnel  action  rqwtta  and  other  dodn- 
menta  filed  on  te  ri^  aide  of  the  fidder  aiw  iiarmahent  recorda  and 
’travd’  wih  the  employee  throughout  hhr  or  her  entire  Federal 
career.  Recorda  are  mamtained  in-OCA  «atl  the  indivitluala  ter¬ 
minate  their  employment  wih  DCA  aiKp  anbeeqaently  are  trana- 
ferred  to  another  government  agency  or  if  the  employee  ie 
aeparated  from  he  Federal  aervice  tfw  recorda  we  tranaferred  to 
the  National  Peraonnel  Recorda  Center  (Civilian),  St  Louie,  MiaK 
aouri 

fcalam  aumagar(a)  and  addraaa:  Primary  Svatem  •  Office  of  the 
Aaoatnat  to.  the  Director  for  Peraonnd,  Code  700,  Headquartera, 
DCA 


ISMjO 

•  Syadm  aame:  Awarda  Caae  Hialory  Fie 

Svalam  iecatlam  IfUtary  Peraonad  Dfviaioa,  Code  710,  Hq, 
Defeaae  CommaakatioBe  Agency  (DCA).  Deceabalnd  Segment  • 
Defeaae  CommnnicatioBa  OWerationa  Center,  AOocationa  and  En¬ 
gineering  DMakm,  Coda  NTM. 

Cakgarlm  of  hdhpMaala  covarad  hy  the  ayalem:  Recorda  are  main- 
tained  on  mUmry  peraonnd  of  the  Army,  Air  Force,  Navy  and 
Marine  Corpa,  aaaigned  to  he  Defenae  CommuBicationa  Agency, 
that  have  been  reconuBeaded  for  an  award  whde  aaaigBedAeceived 
aa  award  that  waa  preaented  by  the  Director/Vice  Director/or 
received  a  promotioa  aad  the  ceremony  waa  conducted  by  the 
DirectorA^ke  Director. 

Catcgorka  ef  reeerda  hi  the  ayatem:  Recorda  contain  recommenda- 
tioa  for  an  award,  dtation,  memorandum  and  copy  of  ceremony 
anoouncement  and  the  Director’a  brief  aheet  biographicd  lummary 
aheet  and  minutea  of  the  awarda  board  meetinga.  Categorka  of  in¬ 
formation  are:  Peraonnd  identification  and  narrative  justifkation 
for  aa  award. 

Anheiltj  lor  majatmaacr  d  the  ayitemt  lOU.S.Code  1121. 

ReBdae  aam  d  reeerda  malatelafd  la  the  ayatem,  tocIndiBg  catcgo- 
rka  el  naare  aad  he  porpoem  d  each  naaet  Uaed  by  the  DCA 

awarda  peraonnd  to  manage  the  awarda  program  of  thn  Agency. 

Department  of  the  Army  naea  to  giant  or  deny  service  awards. 

Department  of  the  Navy  usea  to  grant  or  deny  service  awards. 

Department  d  he  Ak  Force  uses  to  grant  or  deny  service 

awarda. 

PeBdea  aad  aractkea  far  aterhig,  retrleviBg,  acecadag,  rctaieinx. 
aad  dhpedag  d  recorda  M  he  ^alem: 

Stengei  Records  are  stored  in  file  folden  aad  locked  in  fihng 
cabinets. 

Retrlavability:  Information  is  accessed  and  retrieved  by  name. 

Sategaarde:  Building  employs  security  guards.  Records  are  main¬ 
tained  k  area  whkh  is  acceaaibk  only  to  authorized  personnel  that 
are  property  screened,  cleared,  and  their  duties  require  them  to  be 
m  the  area  where  the  records  arc  maintained. 

Relsallaa  and  dispoed:  Records  are  not  permanenL  They  are 
destroyed  2  years  after  individoal  has  departed  from  this  Agency/or 
upon  approval  of  the  award  whichever  k  later. 

Syalam  BMBager(e)  and  addram;  Assistant  to  the  Director  for  Per- 
sormeL  Code  700,  Headquartera,  DCA. 


Decentralized  Segments  •  Dhectora  of  DCA  field  activities  in  die 
Wasbinglon,  DC,  metropolitaB  area. 

NedBcaHoB  paBcadara:  Information  may  be  obtained  from: 

Mmary  System  -  Office  of  the  Assistant  to  die  Director  for  Per* 
aoimd,  (Svuan  Peraonnd  Division,  Code  720,  Headquarters,  DCA 

Decmtralized  Segments  •  CiviliaB  Peraonnel  Offkee  of  the  ap¬ 
propriate  DCA  field  activity  k  the  Washingtoii,  DC,  metropoUtan 
area. 

The  ftiO  name  of  the  requesting  individual  wfll  be  required  to 
determine  if  the  system  contains  a  reccmi  about  him  or  liar.  The 
requestor  may  visit  the  applicabk  dviliaB  peraonnd  office  to  obkk 
information  on  whether  he  system  contams  recorda  perkining  Um 
or  her.  As  proof  of  identity  the  requestor  most  present  either  a  cur¬ 
rent  DCA  identification  badge  or  a  driver’a  Ikeitse. 


NodfIcatioB  procednret  Requests  from  mdividuals  should  be  ad¬ 
dressed  to  the  Asststant  to  he  Director  for  Personnel,  Code  700. 
Hq,  DCA.  The  fuB  name,  rank,  and  social  security  number  of  the 
requesting  individual  sriD  be  required  to  determine  if  the  system  has 
a  record  about  he  kdividuaL  The  requester  may  visit  the  Military 
PerBonnd  DMakB,  Code  710,  Hq,  DCA  to  obtak  information  on 
whether  the  ayatem  contains  records  pertaining  to  the  individual. 
Aa  proof  of  identiy  the  requester  wfD  present  his  U.S.  Armed 
Forces  ID  Card. 

Reeerd  aceaas  procedarae:  Contact  the  Assistant  to  the  Director 
for  PersonneL  Code  700,  Hq,  DCA.  The  officid  mading  addresses 
are  k  the  DoD  Directory  k  the  appendix  to  the  Defense  Communi- 
catioBS  ^fbocy’s  Systems  Notice  and  should  be  referenced  by  the 
requester. 


Recard  accsm  procadares:  Primary  System  •  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  CiyOiao  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA. 

Decentralized  Segments  •  Contact  tim  Civilian  Personnd  Office 
at  the  appropriate  DCA  field  activity  k  the  Washington,  DC, 
metropolitan  area. 

The  fun  name  of  the  requesting  kdividual  gQI  be  lequired  to  . 

The  official  mafling  addresses  are  k  the  Depwtinent  of  Ddense 
Directory  k  the  appendix  to  the  Defenae  Communkatkns  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  Iqr  the  requestor. 

CeolaattM  rseord  proeadares:  The  Agency's  rales  for  access  to 
recorda  and  for  contesting  contents  and  appealka  initial  determka- 
tions  by  the  individual  concerned  may  be  ootaked  from  the 
SYSMANAOER. 

Reesrd  saarce  categories!  Former  government  agencies  urith 
which  the  individual  was  einployedr  kdividiial  employees,  super- 
vkora  of  employees,  (rffickl  personnel  actions,  mflnry  service 
records,  CivI  Smvke  Commksion  records,  and  information  naM 
k  ttm  records  category  and  dvIkB  personnel  staff. 

Syakam  sxampkd  from  eertak  pravkioBa  ef  As  act:  NONE 


Ceak sting  record  procedures:  The  Agency’s  rales  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determka- 
tiona  by  tiie  individoal  concerned  may  be  obtaked  from  the 
SYSMANAOER. 

Record  source  categories:  Activity/Area  Commanders,  Deputy 
Duectora,  Vice  Director,  Director,  Comptroller,  Assisunt  to  the 
Director  for  Adminktration  and  Assktant  to  the  Director  fw  Per- 
sonnd,  who  submit  recommendations  for  awards  on  kdividuals  as¬ 
signed  to  their  activity.  Source  data  documents  are:  DA  Form  638, 
Recommendation  for  Award  (Army),  AF  Form  642,  Recommenda¬ 
tion  for  Decoration  (Ak  Force),  NAVPERS  Form  16S0/6,  Recom¬ 
mendation  for  Award  (Navy).  Letter  recommendations  foBowing 
the  format  prescribed  k  DCAl  220-1S-39. 

SystCBW  czampkd  from  eertak  provWoas  el  tha  act:  NONE 
K8MA5 

System  aame:  Overseas  Rotation  Program  FOea 

Aratem  locatkai  Primary  System  •  CiviliaB  Personnel  Divkioa, 
Code  720;  Office  of  the  Assktant  to  tiie  Director  fbr  Personnel 
Headquartera,  Defenae  Communkations  Agency  (DCA). 
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DfPAirumi  or  DETENSi 


Decentnlized  ScgmenU  •  DCA  Seld  activitin  in  the  Washiafton. 
DC.  octropobtan  afca. 


CaUgoriw  al  Mtvkhuib  cafftrad  hj  the  dyUm:  Chriian  cm- 
nlqyees  of  DCA  oftanizatioM  ia  Ike  Coatfaeatal  Uailed  Siam 
(CONUS)  atskaed  to  a  potitioo  with  a  to^'craiaeat  orgaaization 
outside  tte  CONUS. 


CaSegorks  af  records  to  tbe  system:  Pfle  contains  copies  of  Stan¬ 
dard  Form  30.  Notification  of  Personnel  Aetna;  Standard  Form  SS. 
Notice  of  Conversion  Privflege.  Group  Life  lasoraaoe;  Standard 
Pom  36,  Agency  Certification  of  Insurance  Status;  Standard  Form 
171,  Personnel  (Qualifications  Statement;  Standard  Form  172,  Sup- 
nlraienta)  Experience  and  (Qualifications  Statement;  Stondard  Form 
aiO,  Notice  of  Change  in  Health  Beaefits  BaroBmeat;  DD  Form 
1617,  Transportation  Agreement-Overseas  Emfdoyees;  DA  Pom 
2S1S,  Payndl  Change  Slip;  Statement  of  Agreement;  Position 
Description;  Request  for  Extension  of  Raemploymeot  Rights; 
General  correspondmice  pertainiag  to  the  overseas  assignment 

Anthsiki  tir  amtoteuanee  al  the  system:  Faderal  Personnel 
Manual,  (^pter  301.  Overseas  Employment 

Department  of  Defense  Instruction  1404.3,  Standardized  Over¬ 
seas  Tours  of  Duty  for  United  States  Citizens  Employees  of  ^ 
Department  of  Defense. 

Department  of  Defense  Instruction  I404A,  Rotation  of  Em¬ 
ployees  from  Foreign  Areas  and  the  C^aaal  Zone. 

Department  ot  Etofense  Directive  1400.6,  Statement  of  Personnel 
Policy  for  Civilian  Personnel  of  tbe  Department  of  Defense  in 
Overseas  Areas. 

Depaiment  ofOefense  Program  for  Stability  of  CivBian  Employ¬ 
ment  Policies.  Procedures  and  Programs  Manuid,  DoD  1400.20-1-M. 

Routine  uses  ot  records  matotntord  to  the  system,  tochidtog  catego- 
rfcs  af  users  and  the  purpoaes  af  each  uaes:  Used  the  personnel 
office  staff  as  a  source  document  to  resolve  questrons  concerning 
overseas  employees  who  have  reemployment  rii^ts  to 
DCA/CONUS  activities,  to  determine  placenient  rights  and  to 
process  actions  for  the  exercise  reemployment  rights. 

PeUctes  and  praettem  lor  stmtog.  niiliitog.  aceeariag,  rrtstotog 
aud  dhpnteng  af  records  to  the  system: 

Stors^:  Paper  records  in  fBe  folders. 

RatetevahOlty:  Information  is  accessed  and  retrieved  by  name  and 
occupational  location. 

Satepnards:  Records  are  maintained  in  area  accessible  only  to 
anthofued  personnel  who  are  properly  screened,  cleared  and 
trained  and  whose  duties  require  ttiem  to  be  in  tte  ares  where 
records  are  maintained. 


Retention  and  disposnl:  Records  are  not  permanent.  They  we 
retamed  nntS  the  employee  exercises  reemployraent  rights  within 
the  CONUS  and  are  subaequentty  destroyed. 

System  managerfs)  and  address:  Primi^  System  •  Office  of  tbe 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA. 

Decentralized  Segments  •  Directors  of  DCA  field  activities  in  tbe 
Washington,  DC.  metropoUtan  area. 

NotMteWtoa  procedure:  Information  may  be  obtained  ^m: 

Primary  System  •  Office  the  Assistun  to  tbe  Director  for  .Per¬ 
sonnel.  Civffian  Personnel  Division,  Code  720.  Headquarters.  DCA. 

Decentralized  S^ments  •  Civilian  Personnel  Offices  of  tbe  ap¬ 
propriate  DCA  field  activity  in  tbe  Washington,  DC,  metropoBtap 
area. 

The  fuD  name  of  the  requesting  individual  wiD  be  reouired  to 
determine  if  tbe  system  contains  a  record  about  him  or  her.  Tbe 

2iuester  may  visit  tbe  applicable  civilian  personnel  office  to  obtain 
ormation  on  whether  the  system  contams  rectmis  pertaining  to 
him  or  her.  As  proof  of  identity  tbe  reouester  must  pr^nt  eithw  a 
current  DCA  identification  bad^  or  a  driver's  license. 

Record  aeeem  procedures:  Primary  System  •  Contact  tbe  Office  of 
the  Assistant  to  tbe  Director  for  Pcmnnel,  Civilian  Personnel  Dhri- 
skm.  Code  720,  Headquarters,  DCA. 

Decentralized  Segments  •  Contact  tbe  Civilian  Personnel  Office 
at  the  ^propriate  DCA  field  activity  to  tbe  Wasbiagton,  DC, 
metropoliian  area. 

Tbe  official  mailing  addresses  are  in  the  Department  oi  Defense 
Directory  in  tbe  appendix  to  tbe  Defense  Communications  Agen¬ 


cy’s  system  notice  and  should  he  referenced  bv  the  requester 

Decentralized  Seameats  •  Coasamader.  DCA-Western  Hemi- 
nhere,  Bniding  6286,  Port  Carson,  Colorado  80913;  Commander, 
Defense  Commercial  Communications  Office,  Scott  Air  Force 
Base,  minois  62225. 

Centetohm  raeerd  proeednsus:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina- 
tioas  by  the  individual  concerned  may  be  obtained  for  the 
SYSMANAOER. 

Record  source  eateaoelee:  Official  personnel  folder;  individual  em¬ 
ployees;  personnel  office  staff. 

Systems  exempted  hrom  eertato  provisiont  of  the  act:  NONE 

18MJ6 

System  same:  Card  FQe  for  Forwarding  Mail  of  Departed  Personnel 

System  locatlen:  Corre^ndence  and  Mafl  Processing  Branch, 
Code  212,  Headquarters,  Defense  Communications  Agency  (DCA). 
Decentralized  Segment  •  Defense  Communications  Engineering 
Center,  Administrative  Offices,  Code  R120. 

Categories  of  todividuah  eovered  by  the  system:  Records  system 
contains  the  names  ot  personnel  who  have  been  reassigned  who 
had  been  receiving  their  mail  through  the  correspondence  and  Mail 
Processing  Branch,  Code  212,  Headquarters.  DCA. 

(^ateuories  of  records  to  the  qralcm:  Card  fOc  consisting  of  in¬ 
dividual's  name  and  forwarding  address  for  mad. 

Authority  far  mstotensnre  of  the  system:  Post  Office  Department. 
USA,  Postal  Manual,  Chapter  1.  Part  158. 

Ronttoc  uses  ot  records  matotatoed  to  the  system,  tocludtog  catego¬ 
ries  ot  users  and  the  purposes  ot  such  uses:  Used  by  personnel  of  the 
Correspondence  and  M^  Processmg  Branch.  Code  212.  Headquar¬ 
ters.  DCA  for  forwardiag  mad  to  personnel  of  Headquarters.  DCA. 
Headquarters.  National  Communications  System;  and  the  Defense 
Communications  Agency  Operations  Center,  who  have  departed. 

PoHdes  and  practleas  lor  alortog.  retrieving,  accessing,  rctatotog, 
and  dhposlng  of  rscords  to  the  system: 

Storage:  Records  are  stored  in  a  card  file  box. 

Retrlevability:  InftMmation  is  accessed  and  retrieved  by  name 

Safeguards:  Buddii^  employs  security  guards.  Records  are  main¬ 
tained  m  area  which  is  alarmed  and  is  accessible  only  to  authorized 
personnel  that  are  properly  screened,  cleared,  and  their  duties 
require  them  to  be  in  tbe  area  where  tbe  records  are  maintained. 

Rstendsn  and  dtopoanl:  Records  are  not  permanent  They  are 
retained  for  one  yew  after  an  individual’s  departure  and  are  then 
destroyed. 

System  maaager(s)  and  address:  Chief.  Administrative  Division. 
Code  210,  He^quarters,  DCA.  Decentralized  Se^ent  •  Chief, 
Management  Servkes  Office.  Defense  Communications  Engineer¬ 
ing  Center.  R120. 

NotRlcatioo  prneednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Cbia.  Adminiatrative  Division,  Code  210,  Headquarters. 
DCA.  Tbe  fiiO  name  of  tbe  requesting  individnal  wfll  be  required  to 
determine  if  tbe  system  contains  a  record  about  him  or  Mr.  The 
requester  may  vuh  tbe  Correspondence  and  Mafl  Processmg 
Braoch,  Code  212.  Headquarters,  DCA.  to  obtain  information  on 
whether  the  system  contams  records  pertaining  to  him  or  her.  As 
proof  of  idennty  iBi  requester  must  present  a  current  DCA  identifi¬ 
cation  badge  or  a  driver’s  license.  Decentralized  Segment  •  Chief. 
Management  Services  Office,  Defense  Communications  Engineer¬ 
ing  Center,  R120. 

Record  accaw  procedures:  Contact  the  Chief,  Administrative  Divi¬ 
sion.  Code  210.  Headquarters,  DCA.  The  official  mailing  addresses 
are  in  tbe  Department  of  Defense  Directory  in  tbe  appendix  to  tbe 
Defense  Communications  Agency’s  systems  notice  and  should  be 
referenced  by  the  requester. 

Contestfn  record  procsdurcs:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appeahna  initial  determina- 
tiona  by  tbe  individual  concerned  may  be  obtained  from  tbe 
SYSMANAGER. 

Record  source  categories:  Names  and  addresses  of  individuab  to 
tbe  system  are  fummbed  by  the  individuals  who  have  been  reas¬ 
signed  who  bad  been  receiving  their  mafl  throngb  the  Conenmm- 
d«Dcc  and  Mafl  Processing  Branch,  Code  212,  Headquarters,  EMcA.  / 

Systems  exempted  frma  esitala  prsvfahms  al  (hs  acti  NONE 
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Just  Released 


CODE  OF  FEDERAL  REGULATIONS 


(Revisotl  as  of  Aj)ril  1,  1077) 


Quantity  Volume 


-  Title  21 — Food  and  Drugs  (Darts  OlKl  4f)0) 


Price  Amount 


$5. 00  $ 


I A  Cumufative  checklist  of  CFR  issuances  for  1977  appears  in  the  first  issue 
of  the  Federal  Register  each  mouth  under  Title 


PLEASE  DO  SOT  DETACH 


MAIL  ORDER  FORM  To: 

Superintendent  of  Documents,  Government  Printing  Office,  Washington,  D.C.  20402 

Emclosed  find  $ . (check,  money  order,  or  Supt.  of  Documents  coupons)  or  charge  to  my 

Deposit  Account  No . Please  send  me . copies  of; 


Name  _ 

PLtASF  FILL  IN  MAlLlNCi  l.ABI  I 

BFLOW  Srreet  address 


FOR  USE  OF  SUPT.  DOCS. 


_ Fnrlosed _ 

'lo  be  mailed 
_ liter _ 


- Subscription _ 

Refund _ _ 

Coupon  refund _ 

Postafte _ 

Foreifin  Handling _ 


Ciry  and  State _  ZIP  Code 


FOR  PROMPT  SHIPMENT,  PLEASE  PRINT  OR  TYPE  ADDRESS  ON  LABEL  BELOW,  INCLUDING  YOUR  ZIP  CODE 


U.S.  GOVERNMENT  PRINTING  OFFICE 
ASSISTANT  PUBUC  PRINTER 
(niPBRlNTENDENT  OF  DOCUMENTS) 
YTASHINGTON.  D.C  20402 


OFFICIAL  BUSINESS 


POSTAGE  AND  FEES  PAID 
U.S.  GOVERNMENT  PRINTING  OFFICE 

375 

SPECIAL  FOURTH-CLASS  RATE 
BOOK 


Name 


Stmt  atIdrcM _ 


Giy  and  State 


_ ZIP  Code ... 


